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TerTATIVG C, ve G. ADLOMSTRATIVU PROCITDURE : TOR THS 
WAMDLING ¢ oF TCO AND ou PCOTNG WRITTEN CO. pate LCA TIOUS S SXCEPT C.BLSS 
Effective 1, Oetober 1946 the npoodduro outlined valow All be out into 
effect ona tentative and trial basis in order to develop a satisfactory 
—C.1.G. system for the handling of written communications , except cables, Tee 
procedure for handling cables will be tho suoject of a later administrative 
, 25X1A 
order, (RD 3: cctaizca, in addition to his other | 
duties, as a snecial resrosentative of the Executive to the Director for 
the purpose of supervising and placing into cffect the system owblined below. 
"He is authorized to matte such changes in ths tentative system as may be 
necessary from time to time until a final systen is developed. It is 
realized that the tontative system vill have defects that must bye) corrected, 
ALL concerned must bear in mind that the adjectives of this acdainistrative 
procedure are to provide security for written communications S, to omedite 
the flow of mate~ial and the handling of C.I.G. business, and to expedite 
the flowy of incoming intelligence information to the Office of Research 
and val uation, 


SECTION! 


GSMERAL 
fiche cd atte 


: de CENTRAL RaGISTRY SECTION 

The Central Registry, 4 Section under the Communications Division 25X1A 
a | of the Pores ay and Administration Branch, <All have the folloting orcani- 

: zational units: you &< -_ -_ : ; 

: : &. Incoming Unit — _ . —_ “ 25X1A - 
Hob by [Sede Distribution: Unit | ca , 25X1A 
en ae | | | | S&P ppleme nded & 
uO ee J 7 Ge Distributions Unit Saas oe, Cy ae . 
Ls ; . , . . . ‘a htt C15 Po ka aan A, ao —_ 
i: : eae ; 1 wy “4 5 Sci 7 

a | ae Central Record nee . “Dated. y. Apel ie 
oe og. Information Distrisution Unit ee , 


EFFECTIVE 30 JUNE 1947 CIG ADMINISTRATIVE ORDERS WILL REMAIN IN FORGE UNTIL CANe 
: CELLED OR SUPERSEDED 
INTEGRATED WITH C.I.G. MEMORANDUM a3 

ADMINISTRATIVE INSTRUCTION - ee NUMBERED T0-C.T.A. 
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Th. Central Rovio try wl roecive and disnaten all incoming and out- 
moins material for C.2.04, omeunt eaolos; wl. classify for ready refsronce 


“ 


for filing oll ineaaing and outsoine material; willewintain files on cil 
material, oneept inbellivunce informations and LLL provide affieer and on- 
Listed courier survice far G00, 
2. WTFOR, Frame sxenm: 
The Central Recistry Section, Cormunicationa Rirteton: Porsenne 1 

and administration Branch, :7il] usteolish a uniform flling system for the in- 
formation and cuidance of all offices of C,I.G. in the filing of material 
other than cables and intellicgunce informaticn, The Central Rogistry Suction 
“All publish ahd distribute the procedurzs for the estavlishncnt of sucha. 


system to bo called the ''IC.I.G,. Pils Classification System," 


3. OFFIC WD STAPF iESSAGE CENTERS 


Each ogy of C.1I.G. and Revppaaiate staff branches and divisions 
WLLL maintain Noscaeo Conturs. The orzanigzation and functionins of these 
ac Conters -iLl) be under the direction of Assistant Directors for their 
offices and of hu2ds of appropriate staff ochvlons. 


lie PRISE Gas: ey COURIERS 


tame me wee, 


The Central Revistrs Section will provide secure couriers for. the 


handling of comnmications and other van. rs bot een ths Office and Staff 


Hessazs Cuontors, ond bette won eee and certain. outside agencies. The 


Gontral, Hosigtry sta) inform all concerned of the schedules on hich thess 


couriers opurete, The development of the systom for thé delivery of papers 
wathin the offices and staff echclons of C.1.G. is left to the diserction of 
office and staff heads concerned. 


5. C,1,G. ADDRESS 


Tneomins materi al for the Gonlns 1 Intollicencs Group All be 


addressed ag follows: 


f 


Cz ntrel Intelligence Group 
a)! ; i 
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Corriusrénde mnt of the various activitils of C.I.G, should ve advissd to use 


this address for forvarding both classifisd and unclassified material, 


| eo 7 , SSCTION It 
INCOMING NAPIRLAL, OTH IR_THAN INTRLLIGHYCS INFOWL.TION AY) CANLES 


Cee At One a = tae de ete 


Oe GEMERAL 3 REGISTRY PROCSDURE 


11 emcee emt omen mene 


ee ae Q-. The Incoming Unit of the Contrel Revistry Scotion ll: 
ie (1) Open envelone or othir container af notorial. received, 


(2) If material ie rocaived une courior or recistrr 
number, the outer snvelepe on which this nuntoer anpuars “cil2 b. attached 
; : is the corraconds incu. 
| 7 (3) Tim. stanp material, 
(1) Assign C.I.G. Control. Munber. 
| i (5) Assign svcurity classification (i... TOP SICRET, Sucrst, 
Confidential, Restricted or Unclassificd), to material which is reecived 
unclessificd, and + chich according to C.I.G, nolicy requires a sucurity 
Classification, 

(6) Route material bo Seceiad Distribution Unit if the classi-+ 
Lema 3 | fication of the material is Teo Sveret or to the Distribution Unit if 
the sceurity classifivetion is Secret, GConfidential, Rustricted, or 
Unelassifiod, . | 

b. The vrocsdurss of thi Special Distribution Unit. and Distribution 

' Ds Unb é5 not-diffar suvstanticlly, their separation being for tho curoose of 
insuring secure handling and transmission of Ton Scerct. They oa 


CL). 43Sign. a Pile Classification Numscr which is obtained from 


the Filc Clas sification Book outlished by the Central Rogistr Section, 

ey Pronare c.I. G. File Card, Form No. 35-1 (sample attached 

: as TAB A) in five copie 18 (original - “ites first carbon - blue; second. 

ro, ‘ : 

b carbon -- eon aed ed -rbon - - groun; fourth carbon -  yollon) indicating 
2 , dn the. spaces 6 provided for wach purpose: | | 

' ; | (2). GIG Control Number | wie. ty 

7 (pn) Above "Sceurity Class ification! temo the somrity ead 


" 
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classification asoLened the naner 

| (c) Souree of material 

(d) The baste Fils Classification Numour which has 

| | | Seven assed ned the paper 

: Ce Date of inaturial (in case of a file or gortes of 

. indorscinunts the date recorded vill be une of the most roeent 

“ paper or indorsument) 

(f£) Murer of cootes of material 
(g) Number of indorsements (if indorsomunts ars con- 
| eurnod) 
a (h) Twiour of dnclosurces forvardud - ‘lth the matorial 
| | . ae (i). Dete of rocuint of material accordins to tims sta: 
| (j) That moterial is inesyane 
. 
: (Ir) Cony nuvbur 
: (1) Dotemvine fron corr..s ondence whether a renly is 
| exgucted or requircd, and if so, indicate in approvriate space 
: tre date on which a rexly is due, allovins in all instances a 
roasonasic timo. 
| ; (mn) Courier, rogistry numbcr or any other identifying 
| number under which the material vas reecived 

(n) Above "Cross Reference" indicate such cross refcreunce 
| as may be required to supplement the basic Pile Classification 

Bin -. Numbor | f 

20, (0) Tho subject as indicated on material, and if not 


indicated thercon, “a swiject should de prepared «hich vill un- 
mistakebli ide ontify tho contents. | 
. ae | Fit, (p) Tho offics of O.1.G. to <shich the matcrial is te be 
. routed. In the s ame Sox will be tyoad in small letters the 
initials of the person making the routinet. -If the person pre-~ 


Tr «paring the form did not indicate: the rowbing his initial will 


apocar aes a diagonal mart: after the initial of the outer 


at bem a oe Sean 
os 
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G3) After preparation of the GIG Pils Card, Form No. 35-1, 
| tho folloving disposi ition 111 be fied of wach copy of the form: 
| (2) Orisdinal to b. filsd by Central Rocistry under Pile 
“a | Classification Nunscr . os? ¢ | 
: (b) First carbon will bse filed b+ eaters WL Registry uncdeor 
OIG Gontrol Hurrsur. 
(c) Fourth carbon <fill bo attached to paper by ‘staples | 
and wlll not be removed until the vaper has beun returned to 
| Ocntral Records. | 
| (d) Second carbon will bu attached by’ paper eee to 
the paper, to be .cithdravm by tho Office or Staff LUbssa age 
Conter for file in their fil. recerds. 
(co) Third carbon wALlL bs filed by Central Registry 
under "Source." = 
(4) Prepare for cach receiving office 2 Consolidatid Rucoint, 
Form No. 35-3 (sample attached as TB B) ia three cories on which will 
Deo recordsd classification, nurfocr of copies ond GIG Control Mumbzr. 

(5) Snvelone material for officer or onlisted couricr trans- 
mitteal according to established C.1.G. procedure, 

(6) Be responsible for insuring thet all Heestots ere roturnid 
froin the receiving Giticu or. Stari lessace Centers in é reasonable 
Longth of vime. 

(7) Turn over all recoipts 4b Central Records -Unit for filing 

in permancnt receipt files. These receipts “sill be maintained for a | 
a period of tivo yoars » after which time they may be destroyed. 

| _ | oe OFFICE al). STAFF LSS..GE CENTER PROCEDURE . 

In cach Office or Staff Mcessago Center the Top Secret Control & officer 
mF as Gils neve disienanda specific clon. to handle Top Se sei and other eriticel 

: mnatcrial., Uson reccipt of matcrial in the Office or Staff Message Center from 


the oes Registry Section, Massage Centers .211 carry out the following 


Fe ee erent eterna ener 


procodures: . a G tle Sm 
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ae Chuek the Consolidated Teceint Form to insure that all papers 
are accounted for by & recorded CLG Control iumbor, It should be borne in 
mind that “hon a porson signs for a CIG Control nee he is not only sien 
ine for the document itsolf, but he is sesaptins the information. contained 
on the File Curd as be ing correct ace that tho numbur of copies of thu 
paper, inclosures, wate: as listed on the Pile Card are correct). 

b. Sign the Consolidatud Receipt Form indicating time and date of 
receipt, and vut in the out basket for immodiate return to Contral Records. 
If the Offices or Staff Messace Contur chock reveals thet material Listed 
on the receipt has not been rocvived, or that the Fils Card is inco PEROE UY 
prepared, Gentral Registry will ba contacted dmediately before the material 
listed on the receipt-is distributed by the Office or Staff Messars Center, 
he Cuntral Resistry Section « Vell med ope Lar pales action to oe necessary 
corrections, 

c. ifter the receipt has been signed, the Office or Staff lessaze 
Center will determine tho roliting to’ be given that paper and vill then center 
the routing on the liessage Center Cony of the File Card, with a notation 
shoving the date of routing and the initial of whe person making the routing. 

d. The F ile ord WILL then. be filed in numerical sequence by CIG 
Control Nunber, execpt that if a date has been indicated by + AL ch time a 
reply must be prepared, the File Card vill be filed by due date of reply in | 
a suspense filo. ‘The Office or Staff Messase Center in that case S414 ones 
pare on a blank card of any type a note that @ cortain CIG Control Number is 
filed under a curtain suspense date. - When the ansver has och prepared and 
forwarded to Central Registry Oe dispatch the temporary card in the numerical 
Pale “iLL be des troyed and ee by tho File Card which has been romoved 
from tho pspenee file, 

e. If the Office or Sta ff | age Center decides that the paper 
“as orronvously r routed to nee or staff Schaion, the paper with the 


office cony of the File Card: zal be returned to { Contral Registry wath a: = 


v 


" 
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nota roquestins the removal of that CIG Control Number from tho receipt forn 
alrcady accomplishcd, and a statonunt oxple vinines why Lt has beon returnid 
ith @ sunc.ctod routing Lf nossible. 


\ 


8. RECIPIIT'S PROCEDURE \ 


The procedure to be folloved in the routing, recordins and filing 
of papers within an office or staff echelon vill be detemained by the chief's 


of those offices. 


SECTION IIT 


OUTGOTNG iL.Ti RIAL, 1, OTHSR Tht i IEPSLT IGGCa REPORTS 


emcee tte eenne sncmnemeemnnes | mreincratnie annem se Ao eainne-eet th tar camevamtentioms wr uiscete mi em ae eee oe noe lt 


2. CRIGIN: TING CFFICE PRCCEDURE 
a. 411 corresnondence srounead for dispatch from C.1I.G. will be 
preparcd in accordance with C. I, G. idainistrative @rder > RRR sets 26. - 25X1A 


August 1946, or any subsequent ordur which ruscinds or amplifics .dministrative 

Ordor a | 25X1A 
. De Criginating officss «rill insure that in all casos a momo for | 
record «11 acecmpany the Central Records copies of the papers to be dis- 

patched eee complote backzround informetion. 

ce. The procedure for the recording and transmittel of outgoinc 

note fron ‘he originating series to the Cffice or Staff lose aro Conter 

is left to the discretion of the Assistant Directors and the chie#s. of the 

staff echelons. : 


LO, OFFISE CR. STAFF MESS..GE CSMTaR PROCEDURE 


a. Office or staf Message Genter will chee. to see that an 


. adequate number of Sonate have Been furnished by the oriz Pie office, as 


speek as: oe insure tho adequacy of the memo for record, 


a 


. 


b. Office or Staff Mossage Center vill prepare recoipts and 
envelopes for all. material for wshich they arc required. 
ce The Office or Start Me SAC Center vill enter infomation - re- 


sardinz the papor on the daily log of outgoing material (suggested sample ays 
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( | attached as TAB C; Office and Stalt Mossare conor: may. use & variation of 
this form as long as all. information shovm on the same yarn is smiven on 
the substitute form) y and forvard the papscr to the Contra Registry, 

oe 7 ad ifter the Cuntrel Rugistry has completed its processing (to 

vo duseribed in paragraph 11 below) the Office or Staff ‘aaades Conter will 


recclve a copy of the File Card to be nlaced. in their nwiericel CIG Control 


‘ Number filo. Uson receipt of this Pile Gard the record on the daily log of 
| B the Office or Steff Messase Conter will bu linod threugh. If a File Card 
has not boun reevived in the Office or Staff Mussazo Contor within tronty- 
| ‘ . 


- four hours a cheek: «rill be made «ith Contral Registuy to ascertain the cause 
ap delay. 
| | ll. OGNTRL REGISTRY PROCIDURS 
| | a, Outgoing correspondence Sealer delivered initially to the 
Special Distribution Unit if the material is Ten Seer.t, or to the Distribution 
Unit if the maturial is classified Secret or below, The Outgoing Clerk of 
vach of these units «ills | 
(1) Check the correspondence to se. that it is prepared in 

accordance with C.1.G. idministrative order | Bente 

(2) Assign CIG Control Number (the Special Distribution and 
Distribution Units will recoive cach day from the Incoming Unit o 
—_— bleeck of OIG Control Munbers to be used in the numbering of sutgoing 
material). 

(3) issign File Classification Numbsr and indicate Cross 

Reference. 7 
: : 3 (hh) Prepare Pile Card, Forn No. Sew indicabing in the spaces» 
| | provided for that purpose the following dateematAens 


(a) OIG Control tumber 


v . . 
{ : ; % . 
(bo) Security classification assizned the paper 
(c) Source (originating office) ° 
; ae (da) Basic File Classification Number assigned ‘paper Re 
ee Miu g aE et te oe SL eA adie Qari tanceatinn viata awe nd eYiag ns ae eatlien sea e wate dies Wed eis w pal gy ata canny ene eee a 
f 
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5 Date of outgoing correspondence 

(f) Munber of copies of muturial 

“(g) Number of indorsoments (if indorsomunts are con- 
‘ dornod | 

‘(h) Number of inclosures dispatched with material, 

(2) Date of dispatch 

(3) Tho fact that the corresvondence is outeoing 

(kk) Copy number 

(1) Indicate en cross reforenees as may be required 

to supplement the basic File Classification mumer. 

(m) Subject as indicated on material, and if not in- 
dicated thereon, a subject should be preparcd which will un 
mistakably identify the contents. | | | | 

(n) addressee of the material, In the same box “ALL bo ; 
typed in ema letters the initials of the person preparing 
the File Card. | 
(5) Pass outgoing material to the Dispatchers of tho Special 

Distribution Unit and Distribution Unit depending upon elussificetion 
of material. 7 | 
be The Dispatchers of the Special Distribution init and 
Distribution Unit will: <a 
ee Romovs File Card and: Record copics 
(2) Envelope matorial 
' (3) “Indieate on the File Card tho courier or registry number 
“under <hich natorial is to be dispatched 
(4) Lastribute Pile Cards as follows?’ 
| (a) “original , first carbon, third carbon to Contra, 
Records. | 
(b) Second carbon to ‘office or Staff Message Center 
from sthich the material Was ‘roceived. : | es | | 
> a ® ay SOS 


ca 
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| (5) If material is to travol in the air or special dolivery 
postal channels, wi apply ncoddd Bouteeo 

(G) I natorial is classified will properc courier or rogistry. 
recuipts for delivery’ to Post Office or Courier 

(7) Doliver tao Post Office or Courier 


(8 ) Deliver Recard copies to Central Records. 


' | INTER-OFFICH TL TERLAL 
| 12. Material to be sent from one office of C.I.G. to anothor sll be 
transmitted by the Central Registry couriers directly betiwen offices, or by 
authorized personnel of the office dispatching the material. There will be no 
channelizing of such material through Central Registry for record keeping 
purposes. It vill be. tho rospons ibility of the Cffice or Staff Message Centers ' 
to keep adequate records of 411 inter-office noterieal. 

13%) The systems of recording to be used in the Nffice or Staff Message 
Centers may be doveloped to fit the needs of cach particular office, the only 
requirement being that ct all. times the Office or Staff Message Conters can 
account for the disposition of all intsr-office material, both outsoins and 
incoming. It is suggested that the proposed log for outeoing moterial could 
also be used for recording inter-off ice material both incoming and outgoing, 

1h. Tho result of much inter-office correspondence is either a directive 
orordor for the division, or the production of an outgoing letter or revort. 
In eenarscass the inteor-office correspondence need not be forvarded to 
Centra Records for file unless such inter-office correspondence contains in- 
formation of considerable value which vill supplement the information con- 
tained in. the memo for record on outening mail, or w7ill supplement fhe in- 
formation in the published directive or order, Tn cases where the inter- 
office correspondence does not result in a formal product hice will reach 
Central Bo*ords, the eorrespondente upon completion Will be forwarded to 
Sentral Records oy if the. subject matter in the opinion either of tie 


originator or the final recipient of the correspondence is of sufficient 
= ino ee ea me | ; es ree 


v , 


ST age See Ste ge ath 
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INCOMING ITELDIGANCS LOR TON, OTH aR TEAL C..BLSS 
WS. CRNTR.L. RaGISTRY PRogaDURE 
a. Tho Incoming Unit of the Coutral. Rugistry Section will: 
‘ (1) Open envelope or Seid container of matorlal reecived. 
| (2) If maturhal is roceived undur 4 courder or registry 
’ nunver, tho outer onvelope on “deh this numosr avpenrs will be 
attached to the material, | 
(3) Tine stamp isteeied 
(kh) Assign ¢.1.G. Control Nunber 
(5) Josten socurity classification Cis TOP SECRST, Scere, 
‘Qufidenbial, Restricted sr Unclassified) to material shich is received 
unclassificd, and which according to C.1.G. policy requires a sacunity 
- classification. | 
(6) Pass to Information Distribution Unit if the material is 
Secret er below in security classificetion and to Special Distribution 
Unit if the material is Top Secret, 
b. The Information Distribution Unit and Special Distribution Unit 
villi i | 3 
| (1) Assign ths report a File Classification Number which is 
obtained from the Pile Classification Bonk published by the Central 
Registry DUCULON. | 
(2) Prepare GIG File Card, Farm No. 35-2 (semple attached as 
TB D) indicating in the spaces provided for cach purpose:. 
(a) GIG Control Innber | 
‘ (b) Sccurity classification 
| (ce) Source : 
(d) File Classification Number 
| (e) | Date of recoipt 
j : 
(£) Number of copies 
b (g)_ Number of inclosures ie 
Pct, oe : ant 2 et 
4 
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(h) Momo of aroney which forverded ‘abort al 1 Cie. 
(1) Date of docwnunt 


(J) Number assienod to doeununt by transmitting agency 


(It) Courier number or any other identifying numbor under 


Vhich the material wag received 


(1) Subjcet vith eny othorinformation vhich should bo 
recorded for which specs are not provided. 


(3) Revierr the document very bricfly to sou if any ageney: in 


C,I.G. other than the Offies ef Rasearch and Evaluation sheuld receive 


& copy of the meturial. Por tig purp se reprosentatives of the Office 


of Research and Rvaluation and et Office of Collection and Dissonination 


WiLL sit in the Informtion Distribution Unit (if the intelligences ine 


formation were routed initic al dy to. Geued al Distribution, thet unit <All 
refer the intelligence inform~tion dscunents t> this representative for 
review). Aftur review. the distribution wich the material is to. roccive 
within C.1.G. will be noted in the specu provided for that purpose on 


CIG Pile Card, Fora 35-2. | 
(i) The File Card, Forn No, 35-2, WALL ane be distributed in 
the followin: manner: 
(2) Ordizinal and third and fourth carbon will be forarded 
with tha copics of materia going to ORE. 
(b) First carbon cay vill be filed in oTg Contrel Number 
File an Contra] Ruosistr. | 
(c) Second carbon wilh be filed in Pian Classifiontion 


Munver Pile in Contral Recistrr. 


(d) Fifth cony WALL bu Litod in "Source! file. cf Contral 


(L) If the distribution on a doounent is so wide that the 
six cypics f File card, Form Ne. 35-2 aro inadequate, another 


serius af six copies VILL be propared, 


, eg 4a- 
(5) isa ae for each receiving office a Consolidated Receipt, 
‘ seated ed ae et ae wae Te asd ate NE arcs all tig tite WHE AR ENE Se 6 Pap acer SGN By ea REE Galle SRE Wag OS 
2 \ 
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Fora No, 3593 (semplo attached ag TAR 3) in three copiss on whieh will 
We recorded classification, nutoor of copies, end CIG Control. Numbur. 

(6) ANValows material £ wr bransittel by offdteor or onListed 
Courhor. 

(7) Ds resnonsible Lor insuring that all receipts arc riturnod 
fron the recoivine Office and Starr Mussa Centers ina reasonable 
lonsth of tithe, | 

(8) ALL receipts vill then bo turned over to Gentral Reeords 
for filing in permanent reccipt filus. Theso recuipts will be nedntedned 

for a period of tyro years, after which time they may be destroyod,. 
| 16. OFFICE OR ST.FF °SS..G2 CRMTER PROCEDURE | 
Upon receipt in the Office or Starr Hessage Cunter from the Central 
Registry Unit, Messaze Cunters rill carry out the following proecdurcs: 
a. Cheek the Consolid:ted Reccipt form te insurs thet all pepers 
are accounted for by a recerded CIG Control Nuwooz Tt should b: borne in mind 
thet vhen 2 person sisns for « CIG Centre] Mune he is not only sibnins for 
tho document itself, but he is accopting tho information contained on the File 


Card as Deing correct (i.e, thot. the numer of copies of the panor ineclesures 
hed) : x ‘n 3 3 


ote. 1s listed on the Filo Card are correct). 


~~ 


b. Sign the Consolidated Reecint Form indicating time and date of 
reccipt, end put in tho out basket for immediate roturn to Central Records, 
ff the Office or Steff Message Center cheek roevuals that material listed on 
the receipt has not been reevived, or that the Palo card is Pres eeeety pre=- 


ared, Central Revistry will bo contacted inmediately before 2 sixvle picee 
Pp 2 o v ue Pp 


of matorial Listed on the reecipt is distributed by the Office or Staff Message 


Center, The Cffico or Starr Messave Conterwill then abide by whatever in+ 
structions it receives from Contral Registry. 


- ee : 
Cc. after the recoipt has been Signed, the Office or Staff Messare 


Center will deturtine the routing to be given that paper,’ 


dad, The cler'c till thon enter the routing on the Mossare Center copy. ee 


ue 
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| of the porgon maleline the roubing. | 
! | Ge. The Pile Card wil thon be filed in numurical sequence by CIG 
Coatred Munver, In the casu of the Office Message Cnter of the Offiew -f 
Resuarch ond Svalustion tim additional esies of the card cre furnished. {n 
additdon te the GIG Contrel Munbor file ; thet office sill (ilu ome oxy of 
the fem by "Geurce!ls the third cmy wlll be attached to the emmy of tho dxcunent 
e which ds forardod to the intel tsahee Libvarr (if no cov is avedlable Lar 
| dircet routing ts Librarr thé third esy will be attached to ther ~ubod copy 
viich is desimmated as the Library Pile ey). Uocn rocuiot in the Library of 
ORE this Cony of the form will be nenoved when the basie Intel ligenec Library 
Wile Classification hns been determined for the. ropsrt. This classification 
will be uritten over the face of the third er of the Filo Card and returned 
through the Office Messavzeo Center to Central: Resistry, vhere & notation on 


the CIG Gontrol Number Card will be made of the ORE classification. 


SECTION WV | : 


OUTGOING INTELLIGHICE REPORTS 


Intellivence reports preptred and vublishcd in Contra Intellivcenee Grvup 
epata be distributed in the followinz manner: 

iT, Offices -f Collection and Dissomination will furnish the Spocial 
Pistribution Unit or the Distribubion Unit a dissemination ‘order covering the 
dissoninntion of cach C.1.G. nublication, 

18. ifterpublicetion all ecxpiscs of. the report wlll be forvarded to 


tial Distribution Unit or Distribution Unit, depending mon the classifi-: 


w 
'S 
Oo 
ie] 


cation of the report, where distribution will be made sutomatically according 


to the dissemination orders. 


PCR THS DIRECTOR OF CINTRAL INTELLIGINGE: 


25X1A | 


; 
: axocutive for Tersannel 
. | and administration _ 

4 


Approved For Release 2001/07/12: CIA-RDP81-00728R0001 0005001 6-2 


* 6 


oe Approved For Release 2001/07/12 : CIA-RDP81 -00728R000100050016- 2 


* 


Con*rol No, Cee Cl Source VFite Classification 7 


Date of Mat No. Ge No, Inds No. Incls Date Rece/Disvatch 


In, Out Cpy. No. Reply Date Courter No, 


Subject. 
Form No. 35-1 Sep* 1946 

Original- File Classification Card File 
-|lst Copy- Central Registry Control No. File 
“and Copy- Office Mcssage Center Con*rol No. Fi ile 

“3rd Copy= Central Hegistry Source File” 

| 4th epy- To Accompany Paner 


ee AE A cee Oe. OL ND | O: cemneenenmes 


(The actual size of the above form is 3" x 5!) 


File Card, Form No. 35-1 
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4 ! i 
i 4 : t } t 
. ’ 4 . s # 
FI : te i 
: : . 4 
f 
1 
f 
‘ 
i 
; 
i 
! 
' 
L 


CONTOLIDATMD RECKTET 


tT niveces 


comment 


“+ sg tnameananaeeanabeneinitramtmavennene, 


No. Canics Con*rol No, 286 No. Copier Control NO, 


} 
5 : 
: » 
: mene nittaneacemmmneneninee eaten AER sien dentate malbienctenadhalaians mam tie * 
Tine Da*e¢ 
VO, 35-3 
(The ..ctual size of the above “orm is 5% x 8") 
—CONSOLID‘TED RFCETPT, wont. NO. 35-3 
é 
. x 
Ps 
{ 
5 
i 
i 
i 


+8 aaa: Rit 


pie arene ene 


be 4 Approved For Release 2001/07/12 : CIA-RDP81-00728R00010005001 6-2. 
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Clas} Grisin. . | Gezal Date address : Subject 


- Mog 00T 


“Be 
alee 
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Renarks 
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se 


7 ra g ‘e ¥ 
ee ee WRT ® . , : ; 3 J 
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ra ete : i ; ‘ ‘ . x 
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sro tear pruners” eer ane 
Control No, See Clas Source File Class No, 


Lis’ribu'ion in 
OE 
C7) am 
Dist, in Clic] [TJ ur/a 
Eales 
L_]un 
(crs 


pie Caren erie ees Sars ee a Ss 
Late Hee, No, Ce, No, Inels. Transmitting Agency 


Date of Doc, 


Agency No, Courier Number 


Subject 


{Porm No, 35-2 Sept 194¢ ‘([7) Other 


| 
i riginal - For ORE Files 
st Copy - Central Rep cistry Control No, Pile 


on opy - Central Registr pate Classif’ cation No. File 
opy - For ORE Files 


[es +'h Copy - For ORE Files 
ioth Copy - Central Registry "Source" File 
a a 


(The actual size of the above form is 3" x 51!) 


File Card, Form Wo, 35-2 


TAR hpi 
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ve CENTRAL INTELLIGENCE GROMY AGENCY 
STATINTL Washington, D, C. | 


| | ADMINISWRAU 23 June 19):7 


EYVECTIVE UNTIL CANCELLED on SUPERSEDED 
RNa nate tn, ethnocentric aanepnen nedan ney 


i 


a When Used 
San eee et eal 


| 7 INSTRUCTION ( 
! STATINTL 
ee sae An 
: | WEE - 
SUBJECT: Use of CLG Inter-Office Chain Envelope 
| __Hffective 1 July 197, the offices of CIG will use the 
| | official CIG inter-office chain envelope for the transmittal of 
| _ documents below TOP SECRET in classification and which are traveling 
within the CIG Messenger and Courier Systems to other offices of 
. CIG. Under no circumstances will the envelopé be used for the trans- 
| mittal of TOP SECRET documents, Documents will not be transmitted 
: outside CIG in the inter-office chain envelope. 
%, Stocking of Inter-Office Chain Envelopes 


Each Office Message Center, and designated pick-up and 
~ STATINTL delivory points within Offices which are’ located in buildings 

. separated from the Office ilessage Center, Will be supplied by 
Central Records with the number of inter-office chain envelopes 

: needed to begin operation, Requests for such envelopes and ‘the : 
i. ¥ number needed should be referred to on extension 
| 719 or 720 before Friday, 27 June 197, . : 


: 7 Ce Delivery of Nail to Office 2 Hessage Center 

7 AL1 mall delivered to an Office ilessage Center by CIG Regular 

_ Couriers will be contained in CIG inter-office chain envelopes, The 
responsible individual in the Office Message Center will detach the 
receipt (CIG Form 35-16) from the inter-office chain envelope, aclnovl= 
edge receipt by signing Form 35-16, and give signed receipt to the 
Courier, 


: Ze DISPATCHING Or CIG DOCULENTS IN INTER-OFFICE CHAIN ENVELOPES 


ae Additional Wrapping Not Necessary | if 


ST ATINTL. . . The Office ilessage Center will dispatch by Courier all out- 
me going intcr-office mail (and that intra-office mail which is destined )- 
‘for a segment of an office housed in a separate building) in CIG -_ 
inter-office chain envelopes without additional wrapping. A separate 


INTEGRATED WITH CIG KENO [Maw cz¢ avez. ORDER BR vn eevuisersn 
: TO C.I.A. ADNINISTRATIVE INSTRUCTION , 


\ 
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inter-office chain envelope will be prepared for each Office Message 
Center to which materials are being sent, 


De Preparation of Face of Envelope r 


It is essential that the columhs appearing on the inter-office 
chain envelope be filled in completely, and that the office designation 
always be indicated, If it is the desire of the sender to dispatch the 
document to a specific individual, the individual's name may be noted 
in parentheses after the office designation; for example: 


FROM: OOD TO: —sOORE (Attn: tr. Blante) 


In all instances, room number, when Imown, and building will be 
indicated in the proper colwm. The CIG inter-office chain envelope 
will not be thrown away until all spaces have been used, or until the 
envelope is completely worn out. If an Office Message Center accu- 
mulates a stock of envelopes which exceeds its needs » the surplus 
will be returned to the Courier serving the Office. 


Ce Wail Transmitted Outside CIG 


Mail to be transmitted outside. CiG will be prepared at the 
Office Message Center for ultimate transmittal, This will include 
packaging in the manner ‘prescribed by the Security Pegulations (Ge. gey 
double envelopes then the security classification is SUCRET or CONFI~ 
DENTIAL), and will also include preparation of appropriate transmittal 
instructions (e. g., postage slip Form 35-11 or courier receipt), The 
outgoing log number ass“gned the mail by the Office Message Center will 
be placed in the upper left-hand corner of the transmittal envelope. 
The Central Files copy of the correspondence will be clipped to the 
back of the envelope, This mail will then be transmitted to the 
Central liail Room in an inter-office chain envelope addressed to the 
Central ifail Room for dispatch outside of CIG through appropriate 
Courier or mail. channels, oo 

a, Transmitting CONFIDSNTIAL or SECRET Documents 


Tn © a eataenretntnennarfns anata stet 


The CiG inter-office chain envelope, when used to transmit 
| STATINTL CONFIDENTIAL or SECRET documents, will be sealed with one CIG gummed 


label and the initial of the sealer will be entered in an appropriate 
place on the seal, These seals may also be obtained ‘veal 
Under no circumstances should. scotch tape be used to seal the inter— 
office chain envelope, 

e, Transmitting Unclassified or Restricted Documents 
The C2G inter-office chain envelope, when used ‘to transmit 


only unclassified or Restricted material, need not be sealed in any 
‘manner, but the envelope flap should be pushed inside. 
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f, Inter-Office Chain Envelope Numbering System 


Each Office Message Center and each designated pick-up and | 
delivery point within an office will initiate its own numbering series 
for the inter~office chain envelopes. This number will consist of the ° 
month expressed in number and the next unuséd consecutive numbers e» Gey . 
if the first envelope is dispatched in June, the number would be 6~1; | 
if the tenth envelope is dispatched in July, the number would be 7-10, 
Since the second number is the identifying envelope number, it would 
continue in numerical sequence until the end of the calendar year, 
Thus, if 320 envelopes have been dispatched as of December 31, the 
last one would be numbered 12-320, At the beginning of the next 
calendar year, a new series would be initiated, the first envelope 
in January of the next year being numbered 1-1, This office envelope 
number will be placed in the office of dispatch colwm, before the 
name in the "Irom! colwm, The number appearing on the envelope will 
also appear on the receipt attached to the envelope. Receipts for 
the envelope will then be prepared in CIG receipt book (CIG Form 35-16) 
in duplicate, Form 35-16 is in triplicate; however, only two copies 
are to be used and colors may be disregarded. The original copy of 
the receipt will be stapled to the envelopee The Office will retain 
the carbon copy of the receipt. This copy will be sigied by the 
Courier who picks up the document. The number appearing on the. 
receipt and the inter-office chain envelope will be noted in the office 
log opposite the individual papers transmitted in the inter-office 
chain envelope, This will provide a record of the documents in any 
one envelopes 


ge Bulky Documents (Classified) 


Classified documents which, because of bulk, cannot be put in 
the inter-office chain envelope, will be wrapped in a satisfactory 
manner, taped with CIC gummed seals, and forwarded in exactly the 
game manner as an inter~office chain envelope. 


3» OPERATION OF COURIER AND LOSSENGER SYSTEM 
a» Courier Pick-Up and Delivery 


The system will operate in the following manner: The inter 
office chain envelope, after being signed for by the Courier on carbon 
copy of receipt Form 35-16, willbe delivered to the appropriate 
Office liessage Center by Courier. The Office Message Center receiving 
the inter-office chain envelope will sign the original copy of receipt 
Form 35-16 and return receipt to the Courier. The Central Mail Room 
will maintain a file of all complcoted receipts for location purposese 


b. Hessengor Pick-Up and Delivery 


‘Contral Records will provide the Office Hessage Centers with 
pick-up and delivery messenger service from and to appropriate points 


"eS 
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= hy as 
within the office which are located in the same building as the Office 


Message Center, Pick-up and delivery from parts of offices Located in 
different buildings will be made by Courier as indicated in paragraph 


2a abovee 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


i 
: 


STATINTL 


y lxecutive for Perso 
and Administration ~ 


ATTACHMENTS: . None 
DISTRIBUTION: A 
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ILLEGIB: w pos | ae 
= RESTRICTED 


CENTRAL INTELLIGENCE Axgb/ Acinic’ 
“Vashington, D. C. el 


| ADMINISTRATIVE 
25X1A : INSTRUC 


April 1947 


SUPRJECT: Activation of Special Distribution Unit, Central 
; Records Section ; 


‘EYPECTIVE UNTIL 30 JUNE 1947 UNLESS SooIER RESCINDED 


25X1A Le SuppLenentin(: instructions contained in CIG Adiinistrative 
Order ssued 30 September 196, CLG activities are 
advised as-follows: ; 


(a) the Special Distribution Unit, Central 
Records Section, has been activated and is 
located in Room 303, South Building, 

2430 B Street, N. iN 


(>) The function of this unit is the handling of 

: . all Top Seeret material received cr dispatched 
| | oy CIG, and it is essential that all such 

: material be processud and controlled by this 

‘ unit, except as provided in the Top Secret 
Control Procedure as contained in the CIG 
Security Regulations, 


25X1A 
FOR THES NIRECTOR OF CENTRAL DITELLIGENCE: 
2 rersonnel.’ 


and Adninistration 


INTEGRATED WITH C.I.G. HENO No. 
and RENUMBERED TO C.I.A. 


ATTACH ENTS: None 


25X1A — | 7 pee 


DISTRIBUTION: A. 


| | a: - RESTRICTED 

(543) . : : + 7 ™ aT CUNY ry oy { 
| EFFECTIVE 30 JUNE 1947 CIG MEMORANDA ILL REMAIN IN VORCE UNTIL CANCELLED oR 
Le | - SUPERSEDED : | 
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| Approved For Release 2001/07/12 : CIA-RDP81-00728R000100050016-2. 


ee 


Approved For Release 2001/07/12 : CIA-RDP81-00728R000100050016-2 


ar 


COPY ee 2 


ot COnPIDS ATLAL 


= ‘ae elect 2 yes es one 
ye 20.5 pte yy ‘5 fr 19S } igs : 
be igs ‘ we 4 e at Z ae P ; 
ae © eters HevAe teenie SO Hs wei wages J \ ; f A JA : a ihe bene a 7 
a cn oes: 
Cen. ee TEC GROUE 
25X1A CAN Bkiney , stn. Er wot 
SUP pany say 

Os wr) prs =} Salewteed 

O5X1A Se gare pre = Tecmo 


VENTATIVG C.1.0. Ge ADL UNSTRATIVE PROCEDUT FOR NG 
WAMDLIUG OF yf TCT aig 2 AND OUTC “OULGOTRG WRITES COLLURIC: ee TTOUS Biors Pr G.RL2S 


' 9 - o0-teumeree: Oe een Oe we Ove eeareeees eee 


Effective 1 October 1946 the procedure outlined below 411 be out into’ 
effoet on a tventrtive and trial basis in order to deve clop a satisfactory 
C.1.G. system for the handling of written communications, except cables. The 
procedure for handling cables will be tho suajoee of a later administrative: 
25X1A order. ee detailed, in addition to his other 
: duties, ag 4 snecial representative of the Executive to the Director Lor 
i: the purpose of Supervising and vlacins into ceffoct tho snten outlined below, 
He is authorized to Naa such chances in ths tentative system as may be 
neeesaary Aor: tine to tine until a final systen is developed. It is 
realized that the tentative system will have defects that must be corrocted. 
ALL concerned must bear in mind that the objectives of this administrative 
procedure are to provide security for + ritten communications, to emedite 
the Plow of material and the handling of C,I.G, business » and to cxpedite 
the flow of incoming intelligence information to tho Office of Research 


and Evaluation, 


: Fecoecte 
Ll. CENTRAL ib RESTSiRt SECTION 

The Central Registry, 2 section under the Communications Division 
of the Personnel. and Administration Branch, ~All have’ the following orcani- 


seatiLonal units: 


V os a. Incomine Unit 
: e be Snvcial Distribution Unit 


c. Distribution Unit 


—_ Bs ad. Contral Records Unit 
: om Inforn ation Distrilution Unit se ee 


BATE RT anh atc 


& a - 
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Th. Central, Russo tas WEILL receive and disvateh all incomine and out 


going vetertal for C.L, G, reust cable 183 WLLL classify for ready reference 


iy for Didine aa incoming =Ad oubtroine material; Villeadintain files on ald. 
material, omeant Intclldveonee information; and «i117 provide officer and on- 
. ‘ Listed courter service far C.L.G, 
26 UNIFO! Ro. PIT PILING SUSTER: 
a The Central Registry Section, Communications Division, Porsonnel 
and administration Branch, wri. ustebligh a uniform Pilling systen for the in- 
formation and suidance of all offices of O.1.G. in the Paine of notorial 
other than cables and ers information, The Central Rugistry Section 
will publish and distribute the procedures for the ostablishnsnt of such a 
aystem to ba called tho "0.1.c. Fils Class sification System! 
3+ OFFICE 22D STAPP LESSAGE CENTERS 
Each office of C.I.G. and appropriate » iff branches and divisions 
“ALLL maintain Mossacu Cunturs,. The organisation and functionins of those 
WSSO56 Conturs will bs undur the direction of Assistant Directors far their 
. offices and of hoads of a mprovriate staff echelons, 
4. TESSSG22S AD carwmRs 
: The Central Re- vistry Section will provide socure couriers for the 
handling ef commnications and other paners betversn the Office and Staff 
Licssaye Ountors, and bo ttcun C.I.G. ond certain outside agencies, The 
Central Registry will inform atl conesrnud of th. Schedules on which these 
. couricrs operete. The development of the system for the delivery of papers 
nes Ss within the offices and staff ‘echelons of O.1.G. is left to the diserution of 
office and staff heads conevrned, 
‘5. G.2.G, Apppass 
Incomins materia 1 for the Central Intelligences Grown vil] be 
i | addrussed as Pollows: 
: J - ee Central Intullisence Group 
: . Name of acti 
: oe 


25X1A 


Sipmnemes pence soars 
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Corrussondents of the varlous activitics of C.2.G. should do advissd to use 


this address for formrding both ela sified and unclassified material. 


SUCTION Ir 


OLS RO O Lame HE Oy | Oy S00 ame gst. 


| ENCOMING TATIRLAL, OTHIR THAN INRLLTORYCS INFOR.TION 4"D CADET 


Fs 


: CENTRAL REGISTRA PROCIDURE 
ae. The Incoming Unit of tho Cuntre wl. Rez aie Scetion «ill: 
(1) Open envelope or othr container of material, roestved. 
(2) Ie matcrial is rocaived under a courier or Scisury 
number, the outer envelope on “hich this. number anpoars WALL b. attached 
te. the corrzsvondunce, 

(3) Tara. stam material, 

(Ly AsaieneCyI.G, Control Humber, 

(5). dscien sucurity classification (i.e. TOP SZCRET, Sucret, 
Confidential, Restricted or Unclassified), to material which is ruecived 
unclossifisd, and «shich according to C.I.G, ~olicy requires a sccurity 
‘classifieation. 

(6) Route material to Sovcia 21 Distribution Unit if the classi- 
fication of the maturial is Too Sucret or to the Distribution Unit if 
the socurity classification is Scerct, Confidential, Rustrictcd, or 
Unelassificd. 

b. The vrocsdures of the Snocial Distr ribution Unit snd Distribution 


Unit @> not diffor substantially, ate ea eae for the ournose of 
insuriny secure handling and transmission of Too Seernt.  Thoy wills 
(1) Assign a File Classification thumacr «which. is oo tained from 
the File Classification Bootc published by the Contral Registry section, 
(2) Prepare S.1.G. File tard, Forn No. 35-1 (somple attached 
as TAB A) in five copics (original - white; first carbon - bluc; sccond | 
carbon ~ salmon} ‘third carbon - groun; fourth carbon - yollow) indicating 
in the spaces 1 provided for. vach purpos 


(2) OIG Control Numbor 


() Above NScourity Clas sification" typo the security 
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classification asoiemed the naper 
(¢) Source of material - 
(d) Tho baste Pile Classifdeation Nwwoor which has: 
becn assijned the panur | | 
(v) Date of inat.rial (in case of a filo or-serios of 
indorscinents thu dete recorded will bo that of the most moeent 
pap.r or indorsument) 
(£)  Munmbur of conies of material 
(3) Mumber of indorsements (if indorsomunts ar. con- 
curnod) 
(h) MNurtbur of inclosures forwarded vith the m.turiel 
(i) Det. of roeeint of material accordin™ to tins stay 
(j) Theat material isvaneenine 
(ik) Cony munbur 
(1) Determine from corr.ssondenee whether a renly is 
vxoucted or required, end if so, indicate in approoriats BNACL 
the date on which a-re zl is dus, allovins in all instences a 
roasonable timo. 
‘(m) Couriur, registry number or any other identifying 
number under which the metericl Was aaeuaiee | 
(n) Above "Gross Reference! indicate such cross rofcrence 
as may be required to supplement the basic File Classification 
Numbor- . 
c) The subject as indicated on matcrial, and if not 
incicated thereon, a surjoct should be prepared «shich vill un- 
nistakebly identify the contents. | 
(p) The office of..6.1.0. to, which tho’ material is te be 
routed. In the seme Yor Will “be typod in small letters the 
initials of the person maiing the routing. If the person pre- 
paring the form did not indicate the routing his initial WALL 


apocar after a diavonal mark aftur the initial of the router, 


“4 
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(3) After pruparation of thu OIG Filo Card, Form Mo. 38-1, 
ths following disposition vill bo made of cach copy of the form: 

(s) Orisinal to ‘sx riled by Conbtral Registry under Pile 
Clisgification Muar. 

(5) First carbon will bo filed by Central Registry undar , 
OIG Control. thuror, 

(a) Fourth carbon -rill bo attached to vaper by staples 
and vwiLL not be vunoved until the »aper has bown returned to 
Gentral Reoords. 

(d) Sucond cardon wll iG wataeye sd by paper eiide to 
the paper, to be withdravm by the Office or Start Massage + 
Center for file in their filu records. 

(c) Third carbon will be filld by Cuntreal Registry 
undur "Source," 

(4) Proparc for tech receiving off ico 2 Consolidated Reccint, 
Forn Mo, 35=3 (somple attached as TAB B) in three corvics on cshich sill 
be recordsd classification, nutycr of enoiscs and CIG Control Number. 

(5) GNvGlons materiel for officer or onlistcd couricr trans- 
mitteal accordinz to sete bLished C.1,.G. procedure, 

(6) Be responsible for insuring thet all receipts are roturn:d 
from the receiving Office or Staff Messace Centers in « reasonable 
length of time, 

(7) Turn over all receipts to Central Records Unit for filing 

in permancnt reecipt filus, ‘These receipts «ill be maintained for a 

nuriod of two years, after which time they may be destroyed, 

7. OFFICE 31) STAFF MESSAGE CENTER PROCEDURE 

In cach Office or stare Message Contur the Top Secret Control Officcr 
“LLL have designated ‘Specific clerks to nanats Tap Secret and othr critical 
matcrial, Uoon receipt eS notoriol in the Office or Staff Message Center from 


the Central Registry Se sotion, Message Centers +411 carry out the Folloti rLNZ 


~ 


procoduros: 


5 
JAR 
I 
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a Cheek the Consolidated Ruceint For to insure that all papers 
ara aecounted for by a recorded OTG Control Number, It should be borne in 
mind that vhon a person signs for a CIG Control Numor he is not only sion 
ing for the documunt itself, but he is accepting the information contained 
on the File Card as boing correct (iso, that tho number of copics of. the 
péper, inclosures, ete. as listed on the Pile Card are correct), 
b. Sign the ee eee Receipt Form indicating time and date of 
receipt, and »ut in ae out basket for immediate ee to Central Records, 
If the Office or Start Mossaro Cunter chock rovuals that maturial listed 
on the recuipt has not been received, or that the Fils Card is incorrectly 
prepared, Cuntral Rogistry will be contacted diamediate ly before the material 
listed on the receipt is distributed by the Office or Staff Message Center, | ! 
The Central Resistryr Section ill jomedintely + bake action toraks necessary 
corrections, 
c. iftur the recoipt has been Aenea: the Office or Staff Nessazo 


Center will determine the routing to be given thet paper and will then enter 


_ the routing on the Message Center Cony ef the File Card, with a notation 


shoving the date of routing and the initial of the vo person making the routing. 
d. The File Card will then bo filed in nunerical sequence by cIG 

Control Number, cxeupt that if a date has been indicated by which time a 

reply mus t be prepared, the File Card * “111 be filed »y duc date of Se in 


& suspense file. The Office or State Messace Center in that case Will pre- 


pare on a blank card of. any type a note thata certain. CIG Control Number is 


filed Shades a. cortain suspense date. Whon the ansvier has Bas on proparcd, and. 
forwarded to Control. Rugistry, for dispateh the vanponeey card in the mmeni cat. 
file tL be ueeereyod and replaced by: the File Card anion has boon romoved 
from the suspense file, 


@. If the Office or Staff Ifss age center decides that the papor . 


was crroncously routod to that offico or staff echerony ne paper 1 ee 


office copy of the File Card 3 rill ba. returned to gentral Registry + “ith a 
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noto roquasting the romoval of that CIG Control Number from the recoipt formn 


alroady acomnpdasl: als and 2 Statement oxplainins why it has boon roturnid 


“th a suceustad routine if -ossible, 


8. RECIPLINT!S PROCEDURE 


Ce ote tes oot, ere at sateen and ih 


The pracedure to be followed in the routing, recording and filins 


Al 


of PEpURE within an office or staff echelon WALL be dotumiined by the chiefs 


of those offices, 


SuCTION oo 


OUTGOING I 1 iL TORTS 4p OTNGR THA SLT IGEN Ce REPORTS 


Oe mete we ae 


9. ORIGI HePING. CRFICE [Ch PRCCEDURE 


a. 411 correspondence preparcd for dispatch from C.I.G. will bo 
‘prepersd in accordance «with ¢.I.G, ‘dninistrative erdoriill dated 26 
august 1946, or any subsequent order 


: 


Y. Crisinating tess wid insure that in all cases a mona for 


which ruscinds or amlifios administrative 


rceord wil] acempany the eenteet Records copics of the papers to be dis- 


patched giving complete bac} czround information, 
¢. The procedure for the recordins and transmittel of outgoine 


material from the originating office to the Office or Stare Ilossarc Center 


8 Left to the discretion of the assistant Directors and the chie@s of the 
staff. echelons, 


10. OPFITE CR STAFF MESSAGE CENTER PROCEDURE 
Scr ementze mee 


seat 


a. Office or Staff Message Conter «ill check to see that an 
adequate number of copics have been Furnished by the originating office, as 
ell as to ingure tho adequacy of the memo for record. 

b. Office or Staff Mossaze Bentee will prepare receipts and 


enveli Opes for all matorial for which they are re aes 


c. ‘The Office or stare lessage Center vill onter information re- 


sarding the paper on the daily Log at outgoing nati al (sugrrested sample: 


-7- 
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25X1A 


25X1A. 


ra OE TEE EET PERT Theat om titan ca tom nace oem eA 


Omer: 


ete tress spe rete naa, 


a1 Stee, Sameer reset yore 


Sew 


~~ 


we 


»! 


ae 
b 


| aappeetl 
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atta sched as TAB C3; Office and Staff Mos sae Conturs my use & variation of 
this form as lon; as all informnation shym on. the sama le forn is abivon on 
th. substitute Lorn), and forverd the paper to the Central Recistry. 
dy After the Contral Rugistry has completed its Geocseeane ite 

be duserdbed in po ragraph 11 below) the Office or stare Nessace Conter will 
reouiive & conoy of the File Ca und to be placed in their numerical CIG Control 
Tamer sabes adas rucelpt of this File Card the record on the daily loz of 
the Office ar et Messagu Cont. es all be lined throurh. Ir & File Card 


has not, boon reewived in the Office or Staff Message Center within tuonty- 


four hours a cheek «rill be mado - vith venue Ll Registry to ascertain the cause 


ll. CENTRAL REGISTRY oe 
ae Outgoing correspondence Wild be delivered initially to the 
Syocial Distribution Unit if tho material is flea Secor’, or to the Distribution 
Unit if the material is classified Seerct or. bolo. Tho Outgoing Clerk of 
sach of these units will: 
(1) Check the corresnondence to se. that it is prepared in 


accordance with C.1.G. Administrative ‘Orde i 


(2) Assign CIG Control Numbor (tho Special Distribution end 


25X1A | 


‘Distribution Units will receive each day fron the Incoming Unit 2 
block of CIG Control Numbers to be used in tho numbering of outgoing 
maturial), 


“{3) Assign Pile Classification Numbsr and indicate Cross 
Reference, 
(1h) Prepare Filo Card, eka No, 35-l-indicating in tho spaces 
provided for that capegs the Following information: 
(a) CI¢ Control Imbor - is 
) Security classification as signed the paper. | 
(c) Source (originating office) 
) 


Basic File Classification Munber assigned paper 
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(2) Date of outgoing correszondence 
- (£)  Munber of edipies of material 
(¢) Number of indorsoments (if indorsoments are con= 
corned | 
(h) Number of inclosures dispatched with matorial 
(4) Dato of dispatch : 
(j) The fact that the corresnondence is oute>ing 
(k). Copy number 
(L) Indicates such cross reforences as may be required 
to supplement the basic Pile Classification numer. 
(m). Subject as indicated on material, and if not in+ 
dicated thereon, & subject should be prepared vhdch will un 
- mistakably identify the contents, . 
(n) Addressee of the material. In the same box vAll be 
typed in small letters the initials of the person prepsring 
the File Card. 7 
(5) Pass outgoing material to the Dispatchors of the Special 
Distribution Unit and Distribution Unit depending ie classification 
of material, ; | r 
b, -The Dispatchers of the Special Distribution Unit and 
Distribution Unit will: | 
| (1) Remove File Card and Record copies 
(2) ‘Bivslepe materia 
(3) Indicate on tho File dard the courier or a cata enses 
Jaan vital material is to be aigeatened , 
(k) Distribute File Cards as follovs: 
(a) original, first carbon, third carbon to Central | ‘ 
‘Records. < 
(b) Second carbon to officd or Staff Message Center 


from vthich the material was received, 
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(5) ie matorial is to travul in the air or special Sawer 
postal channels, will apply needed pos tare 
yt hy (6) If material ds classified will prepars courier or vogistry 
recuipts for ener Post Office or Courter 
(7) Deliver to Post Office or Couricr 


(8) Deliver Rocava conios te Central Records. 


. INTER-OFFICE ILTERTIAL 
12. Material to. be acne from one office of C,I,G. to another will be 
if aentees by the Central Registry seueees directly betieecn offices, or by 
authorized personnel of the office dispatching the material. There will be no 
channelising of such material through Central Registry for record keeping 
purposes. It All be the responsibility of the Cffice or Staff Message Centers 
“to keep adequate records of sll inter-office motorial. 
13. The systems of recording to be used in the Office or Staff Message 
Centers may be developed to fit the needs of aah pe articular office, the only 
~requiroment being that at all times the Office or Staff Message Centers can 
account for the disposition of all intor-office material, both outcoine and 
Ancoming., It is suggested that the proposed log for owtroing material could 


also be used for recording inter-office materiel. both incoming and outgoing. 
1h. Tho rcsult of much inter-office correspondence is either a directive 

or ee for the division, or the production of an outgoing letter or report, 
In either ¢ ase. the sce OE TCS correspondence need not be forvarded: to 
Central Records for file. aids such inter-office correspondence eoutaens in- 
formation of considerable value which will supplement the iepeination con= 
tained in the memo for record on outgoing mail, or will supplonont the in- 
formatdan in the sibVishee directive or order, In cases where the eee 
office correspondence docs not result in a formal. product chick + vill reach 
Sentral Po*ords, the poereencueonce upon completion will be forwarded to 

- Central Records only if the subject matter: in the open either ot the 


originator or tho final: recipient of. the correspondence is of sutficient 


value to justify its retention in permanent files, 


oS Gate rors sy! ee FS nae ee ed 


vet 
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SUCTION Iv 


mere es we | ee me eee 


A200 OF + CO oto 9- nape temas 


ANCONING INTELLIGENGZ INVORM.TION, OTHSR THAN C..PLES 


15. CENTRL RaGrsTiY PROUD URE 


+ Aaa cat 


a The Incoming Unit of the Central, Rovistry Section will: 
(1) Open envelope or other container of mateorial rocegivod, 
(2) If moterial is received under @ courier or rogistry 
- ' | nunoer, the outer envelope on -Aich this number appears will be 
attached to the material, | 
(3) Time stamp material 


(4) Assign ¢.1.G. Control Muabor 


(5) Assign security classification (i.c. TOP SECRIT, Sceret, 
Omfidential, Restricted sr Unclassified) to material sArich iis received 
unclassified, and which according to 0,1.G. policy requires a security 
classificetion, | 
(6) Pass to Information Distribution Unit if the material is 

Secret or below in security classification and to Special Distribution 
Unit if the material is Top Secret. 

b. Tho Information Distribution Unit and Special Distribution Unit 


will: | 


(1) Assign ths report a File Classification Nurber vshich is 
obtained from the File Classification Beak published by the Central 
; = . Registry Section, 
i “s (2) Prepare GIG File Card, Form No. 35-2 (sample attached as 
as TB D) indicating in the spccos provided for cach purpose: 
a ; 
b (2) GIG Control Mumber 
: (ob) . Sccurity classification 
(c) Source 
‘ (d) File Classification Imber 
i: (ce) Date of receipt 
pe a | (f) Number of copics 
pees 3) Nwaber of inclosures 
gc a . oo ‘ 
i 
: 
ts 
E 


aes 
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(hh) Name of agoney + which forvarded material to C.1.d, 
(1) Date of doewnent 


(3) Numbor assigned te document by transmitting agency 


(Ct) Courlor number or any other identifying number under 
hich the material was re este d 
(1) Subject tiith any otherinformation which should be 


rccordud for which sp:ess aro nob provanads 


(3) Rovicew the docwunont very briefly to sev if any agency in 
C,1.G. other Lica: tho Office mf Rescarch and Bvaluation should receive 
nh & copy of the material, Par this purpise roprosontatives of the Office 


of Rusoarch and Evaluation and. the Office of Colleetion and Disserination 


WALL sit in the Information Distribution Unit. (if the intelligence ‘ine 
formation Wors routed initi elly to Special Distribution, that unit will 
|  pofer the intelligence informetion dscunents to this reprosentative for 
| | review). Jfter RiGee the distribution which the uate mae: is to eeetia 
within C.I.G. will be noted in mg space provided for thee purp ose on 
are File Card, Fora 35-2. 
(i) The Filo Card, Form No. 35-2, will then be distributed in 
the followin, manner: 


(2): Original and third and fourth carbon ee be forardcd 


with the ‘copics of material soing to ORi, | 
pee | (bp) First carbon cozy will be filed in 3IG Contrel Mambor 


Filoom Sontreal eeepc 


(ec) Second carbon will bo filed in Filincs Classifiention 


a Mwaccr File in Contreal Registry. 
(a) Fifth cepy vill bs filed in "Seurce" file cf Contral 
i . oat Registry. 
3 ; ‘ : : : 
: ey ie the distribution on a document is so ~tide’ that the 
i six cxwics cf File Card, Form ? ME © 35=2 arc inadoquate, another 


rae  serius of six copies All be prepared, 


(S) Prepare for cach receiving offico a Consolidated Reesipt, 


FATE EET RETEST 


pene Ls Cri mentees 
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For No, 35<3 (semple ‘attached ag TB B). din three waniue on which rele 

be reearded classification, nuhur of copdes, ond CId Contre], Munbur, 

| (6) Unvelove material for bransinibtal. toy offlosr or onlisted 
COUPLED» 

(7) Be resnonsible for insuriine that alll reece ints ane gute se 
fron the reccivine Office and Staff Message Centers in a reassnable 
duntth of tame, 

(hy la: recvipts will then bo turned over te Central Reoesrds 
for Lions incperikingnt receipt files. These rscuipts will be maintained 
Lor a yerhod of tan yeers, after vhich time they may be destroyed, 

16% OFPICE OR ST.FF °SS..G3 CENTER PROCZDURE . | 

Upon receipt in the Office or Sta LPt teadaes Counter from the Central 

Regi istry Unit, Nessaze Cunters will carry out the following proccdurcs: 
a. Choelk the Consolidcted Receipt form toe insure that 211 papers 


are accounted for by a rocorded CIG G-ntrol Nunbor It should bs borne in mind 


_ that when & persen sisns for a CIG Control Nunbur he is aot only sibninz: for 


‘ 


the dscunent itself, but ho is eccopting the information contained on the File 
Card as being correct (i.e. thot the nundor of copies of the paper, inclosures, 
ete, eee sted on the File Card are correct). 
| b. Sisn the Consolidated Reecipt For fnaieak ie tine and dato: of 
reccipt, and put in tho out basket for immediate ro turn t Gontrel Records. 
Le the Office or Staff Messarce Gonter cheek roveals that material listed ; 
the reecipt has not been reevived, ar that the Pile Card is incerrectly 2 
pared, Central Registry will bo contacted imnediately before & Single picce 
of material listed on the rececipt is distributed by the office or Staff Message 
Center, Theo Cifice or Start Message Centerwill then abide by whatever in- 
structions it’reccives from Central Registry. 

©. After the receipt has been signed, tho Office or Staff Message 

Cuntor “ALD. determine the reuting to be Bich that p2per, 

d. Tho clove will then enter the routing; on. the Massage Center copy 


— 


of the File Card, With a notation shoving the date nf routing and’ the initial - 
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of the parson maleine the routing. 


a | Ge The Milo Card wlll then be filled in nunurica 1 soquence by CIG 
ee My 


Contra] Munoseri In the case of the Offieca Messase O.nter of the Office af 
Resuasreh and Ovalustion tm additienal expies of the card are furnished, In 
a adddtion to the CG Contr Muxbur file, thet offices will £4le one emy of: 
the form by "Scuree'"s the third emy wLLL be ere ts the emy of the dscunent 
“tich ds forwarded t. the Intellizanee Librarre (if no coor is 4 “dlable fer 
Wircet rowbing t: Library the third cooy will, be attachod to the reuted copy 
which is desirnated as tho Library Pile err), Uren paccint in the Labrery of 
ORE this eyo the form iil] be renoved «then the basie Intelligonee Library 
Milo Classification has been debsrmmincaé far the report. This classification 
Will be virdtten over the face of the third emmy of the Pile Card and returned 
through the Office Message Center to Central Revi Str, ithore 2 notation on 


the CIG Control Number Card will be made o f the ORB classification, 


SECTION V_ 


ome 


OUTGOING INTELLIGHICH REPORTS - 


Intellivzonece resorts preprred and yublished in Central intellizence Grvun 
Will be distributed in tho pipe biKors gh cheap tas mer: 


L7. Office =f Collection and Dissorination will furnish the Special 


Pistribution Unit or the Distribution Unit & dissemination order covering the 

ui disscninntion of cach C.I. G. publication, 

he pig . a8 ifterpublication all cxpics of the report will be forwarded: to 
P Special Dissribution Uait or Distribution Unit, depending won the classifi- 
: nt cation of the report, where distributicn ; rill be made’ automatically aces irding 
| Be ty the dissemination orders, 

. FOR THG DIRECTOR OF CINTRAL INTELLIGINGE: . 

Bo. 

a 

fe ' 25X1A 

t 

Colonel, CC 

Boo axceutive for Porsonnel 

ie es and Administration 

: . oe 

; a 

fe 

. Og cae 

f. 
Mente” 


: te 
a 
§ 
iY 
ge 
a 


eas 
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So 
Con'rol No, fee Cl Souree Pile’ Classification’; 


Date of Mat No, Cc No. Inds No. Incls Date Rec/Disvatch 
In, Out Copy. No. Reply Date - Courter No, : 
| Subject 
7 Form No, 35-1 Sen* 1926 
Original- File Classification Card File 
lst Copy- Central Registry Control No. File 
Lopy- Office Message Center Con*ro! No. 
: Dd wony- Central Registry Source File_ Bearer pith Re eee eet tial 
: 4th Cepy- To Accompany Paver _— : 
: anaes DOSED ge i 
(The actual size of the above form is 3" x 5") 
File Card, Form No. 35-1 
4 
= 
i 


TAB MAM 


~ 


y 
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CONSOLIDATED RECEIET 
me 1 BOeH 
aS 5 a a et oh a 
Class Ho. Conies Control No. Clase —*No. Copier Control NO, 


ee 
Ee 
<emeremameemey 
ney ree 
Powe pece 
 ceeeeeenae ) 
Se eecneemeeed 

t eememernral 

ee 


wi Pmature 
(sees 7 neta ii ie os 2 = on” 
S . ime 2" @ 
Po, 32-3 _ aed 
me LE OLO 


- seapnietene e  Seem o tg 


een geeentn 
aren entree 
rt tnt eeenatieetntne! 


(The ..c'val size of the above “orm ig 54 - Si) 


. CONSOLID' TED RFCETPT ‘wonr. No. 36-2 


fee as 
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~i™ 
“A 
a Wo Aen STE ee emantns Germs neamenetan mateo 5 vastcmuantnemre nga tapenade s-emmerinaren Se eR 
vontrol No, Sec Clas Source > Orga . file C1 N 
va : ‘ile Class No. 
s fi . . 3 i 
Late Ree, No. Ce, No, Inels. Transmi*+ing Agency a me aes 
a. | | 
Date of Doc. Agency No. Courier Number . 
Dist, in CIG|] [Jura 
Colhe/t 
L_{Lu 
| | | [|FE 
Subject 7 | 
orm No. 35-2 Sept 1o4¢ | 
lUriginal = Hor ORE Files | ae 
list Copy - Cen‘ral Repistr Control No. File é 
jond Vopy - Central Registry File CL ra j l 
3 ro ere assif cation No. File 
ke Opy_- For ORE Files 
wth Copy - Central Registry "Source" File 
| (The actual size of the above form is 3" x 5") 
| File Card, Ferm No, 35-2 
TAB .#D" 
| oY 
pe 
i 
i. 
: 
' | 
2 Be | 
| 
| cy 
| a * 
i 
pe 
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i. CONTIN LY, &+ ; Ropero: 
: 30 Bente mito 3 jontosr 19S. 
i ‘ - ITN 1 cy Tr TG310.3 GROUP fhe Pad ’ ‘ 
fF | | | CUT DIETS ce eae a 
| ; : Tf AD ISTRATIVE 
: | i Ge Heat dtadtet rial 
: : TERTATEVE O.2. ft. ADIIN DISTR PRATIVE PROCZ SDURE FOR TEE ce ; 
; WANDLING OF “TCOMNIG END OUTGOING URITTN COUT TC.TIONS SKCEPT cuBL3s 
: Effective 14 Octobck 1946 the procedure outlined beloy 411 be ont into 


jal basis 4h’ order to dovelop a satisfactory 
: x 
C.L.&> system for. the handling, of mitten Soe tone 5 except cables, The 


effect on a tentative and 


procedure for handling cables iid i the subject of a later administrative 25X1A 
; 
order, aE detailed, in addition to his other 


duties, ag 4 special re ssencative ofNXthe Executive to the Director for. 
P) 


’ ; Sis Lig ote’ ‘ 
the purpose of suwpervisins and ylecin; inte cffoect the ssten outlined below. 


t 
f 


He is authorized to matzo such changes in tho iene system as may be 


i 
necussary from time to time until a final systch, is developed. It is 
f 
20d that the tentative system “i211 have defvcts that must 2¢e corrocted, of 


All conecrned must bear in mind that the objectives of this administrative 


procedure are to provide Security for uritten communica tions, to expedite 


2 


the flow. of maturial and the handling of C.I.G, business, and to oxpedite 
the flo: of incoming i intelligence information to the Office of Rescarch 


and Evaluation, 


SECTION I : 
Shaye GETREL, tL RBGISTRY SECTION 
Ho Ms, Tig Central Rogistry, a suction under the Gonmunicetions Division 


& of the Personnel and Administration Branch, <1] hove the followin: orcani-=- 
j ; 3 w ao) 
Zational units: 

Qe tconins Unit 


be ee 1 Dis tribution Unit 


fn | Dis tribution unis 


- 


d.  Contrel Records ‘Unit 


ay ceiyeceuemter tet bt ee, 
_ 


ae Information Distribution Unit ' 
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Tay Central Rusistry sll rocwive and dispaten all ineomine and cute 
going meberial for C.1.Q., oneest ee WLLL classify for read, rofercnec 
for filing all incoming and outtoins material; -cillseintain files on all 
material, exeent intclliy sence infornation; and Ll] provide officer and on 
listed courier service for 0.1.6 

2. UNTFOR:. 1 ETL TG SiSTah 

The Gentral Resistry Section, Communications Division, Pzrsennel 
and administration Branch, <i voteblis tha uniform filing system for the in- 
fernationtA and suidanee of all offices of C.I.@. in the filins of material 
other than cables and intelligence information. The Central Registry Suction 
WLLL oublisn and dis tr ibute the procedures for the establishment of such a 
systum to bu enlded the "'C.I.fR Fils Clessification System," 


3. OFFICS AND STAFF :@SSiGz COUNTERS 


Sa eae 


eee Seed areas 


Each office of C.1.ff and aporovriate staff branches and divisions 
LLL maintain Mossace Centers. Ths organization and functioniny of these 
ibssage Centers «sill be under the direction of Assistant Dircetors for their 
offices and of hoads af anprovriate staff ochelons, | 


lh. LESSao3S wD oo UR RS 


sees meee os 


The Contral Resistrr Scetion vill provide secure couriers far the 
handling of communications and othor paners betes the Office and Staff 
ucssage Sontors, and betwsen C.I.8. end certain outside agencies. The 
porte Rosistry - wal inform all concerned of th: schedules on vhich these 
couriers operate. The devaloomont of tho systom for: the deliver; y of papers 
vthin the offices and staff echclons of C.I.f¥ is left to the discretion of 


office and staff heads concerned, 


5. C.1 A appRass 


Tneoming material for the Central Intellicence Ye oy ET be 
addrossed as. Poles ist 


Cantrel Intelligence Group 
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eae Corrasvondents of tho various cctivitics of C. I. should vo advised to use 
this address for forvarding both classified and unclassified material, 
Re Oe SucTION II 
, INCOVING TEMTARIAL, OTHR THAN 1D MELLIGIYCS I! LEFORMTION - SD oAnLts S 
xa é, CBM TRL, REGIS" REGISTRY PROCIDURE 
2 a.. The Incoming Unit of tho Cuntrel Revistry Scetion will: 
(1) Open envelope or othr contadner of naterial rocoived, 
(2) If material is rcesived undsr « courtor or YoPLS bier 
number, the outer envolope on which this number appsars ‘rill bo attached 
to the corrzsvondune.e, 
(3) Tim. stamp material, 
(li) Assign C.1.ff Control Munber. 


(5) Assien sccurity cl assification Gis TOP SECRET, Sverst 


Confidential, Restricted or Unclassificd), to material which is reecived 


unclassified, and which according te C.1.f% nolicy requires a sucurity 


(6) Routes material to Special Distribution Unit if the classi- 


fication of the material is Too Secret or to the Distribution Unit if 


the sscurity classification is Sucrvt, Confidential, Rustricted, or | 


Unclassified. 


bs The srocsdurss of the Ss 


veial Distribution Unit and Distribution 


Unit dy not diffor substantis ity; % ir sunaration being ioe tho puroose of 


insuring secure handling and transmission of Too Secret, They «ill: 
(1) Assicn o File Classification Mum«r which is obtained from 


gee the Fils Classification Book pwillishod by the Central Roristry Section, 


h | (2). Prepare G.L.ff File Gard, Form No. 35-1 (sample attached 


P as TAB i) in five copies (original ~ white; first carbon - bluc; second 
i carbon - salmon; third carbon ~ gre un}. fourth carbon - yo sLlow) indicating 
4 in the spaces provided for vach purpose: 
i A . | 
& : 7 Ss : 
(2) CLgControl Number 
Pe Ee gays Ban eed Mee alata t 
Ee (») Above "Security Classification" type the security 
boon 
ey eee 
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classification asoisned the nayor 

(c) Source of material 

(d) The basic File Classification Nwmo.r cchich has 
bécn assijned the paper 

(2) Date of inaturdal (in case of 2 filo or series of 
indorsemunts the dete recordcd will be that of the most roecnt 
papur or indorsument)- 


(£) Number of conies of material 


(3) Number of indorsuments (if indorsoments ar. con- 


) Mur of dncroeuned forvardua vith the material 
yo Sete ak rocoint of maturial accordine to time stacy 
3) thet matorial is inee:nines 
) Cony munbur 

) Deturitine from corr.sovondence whether a reo lors 
Jxouetcd or required, and if so, indicate in appropriate Space 
the date on which : renly is duu, allowine in‘all instencos a 
roasonable timo. 

(m) Courier, registry nunbor or any other identifying 
number under which the material vas reecived 

“(n) Above "Cross Reference" indicate such cross reference 
as may be required ta suyplement the basic Pile eiaseleidstasn 
Number 

(0) - The subject as indiccted on material, end if not 
indicated thereon, a sudvject should be propared which vill un-. 
nistalably identify tho contents. 

(p) The office of C.1.f to which the matorial is te be 
routed, In the Same box will ho tyood in small isttses the 
initials of the purson mating the routing. If the person pre- 
paring tho’ form did not indicate the eoutine his initial +ill - 


epocar after a diaconal mari: after the initial of the router. 
ie oe -— 


ics 
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(3) After preparation of the ClffPils Card, Form No, 35-1, 


the follaring disposition will bs made of cach copy of the form: 


(2) Original to be Pilsd by Central Registry undor Pile 

Classification Number, 

(>) First carbon wo LL bs filod by Central Ropfistry under 

OLf} Control Muzer. 

(c) Fourth eared “fL11- be attached to vaper by stanles 
and will not be removed until the paper has beun retumud to 
entral Reaunde , | 
(d) Svoond carvon will be attachud by paper clips to 
/the paper, to bo vAthdrasm by the Office or Staff llsssage 
Center for fils in their fils records. 
| (c) Third carbon tall be Pilla by Cuntral Registry 
undor "Source,!! 
(lL) Propare for cech roceiving office 2 Consolidated Rucoipt, 
Form Mo. 35=3 (somplo attached as-T.B B) in three cooies on hich will ' 
Qe recordad classification, nuvtcr of codes and CIff Control shana 

(5) anvealons eer al Lor officor or olisted courier trans~ 
mittal aecordin: to establishud C.1.Ak procedure, 

(6) Be resnonsiblo for insuring thet all reesipts are roturncd 
from the recedvine Office OP Stare Miossapo Cunters ins reasonable 
length of time. 

(7) Turn over all receipts te Central Records tats for filing 

in permanent receipt filus. Those receipts sill be maintained for a 
period of to years : after “hich time they may be destroyed, 
7. OFFICE ap STAPF MESSAGE CENTER PROCEDURE 
| Tn cach Office or Staff Mcssago Contur the Too Secret Control officcr 
Saleh have dosignated specific clerks to handle Top Secrot and other critical 
matorial, Uvon reecipt of matorial in the Of fico or Staff Message Center fron 
the Central Registry Sootion, Mussage Centers will carry out the following 


procodures: 


1 
Vt 
i 


‘\ Approved For Release 2001/07/12 : CIA-RDP81-00728R000100050016-2 


‘ : ef get 
‘ 


Approved For Release 2001/07/12 : CIA-RDP81-00728R000100050016-2 
Meo &. Chuek the Consolideted Receint Form to insure that all napors 


apo accounted for by a reeordod CTA Control Mumvor. It should be borne in 
mind that whon a person Siens for a CIf{Control Murer he ic not only sicn~ 
ing for the document eset, Sit he is accepting the information contained 
on thu Pile Card as being correct (4.0. that the numbur of copies of thu 
péper, inclosures, cte. as listed on the Filo Card are correct). 

b. Sisn the Consolidated Receipt Form indicating ne and date of 
recolpt, and out in the. out basket for immediate return to Central Reccrds, 
If the Office or Starr Mossave Counter choot reveals that material listed 
on the recuipt hus not beon recuived, or that the Fils Card is incorrectly 
prepared, Contral Registry will bo contacted immediately before the material 
Listed on the receipt is distributed by the Office or Staff Message Center, 
The Cuntral Resistry Section ill bemodictely take action to “Ake necessary 
corrections. | | 

ce. sfter the receipt has been sSlened, the Office cr Staff Hessazo 
Center will determine tho routing -to be given that paper and +rill then enter 
the routing on the Message Center Cony of the File Card, with & notation 
shoving the dato of x uting and the. initial of the person making the routing. 

dad. The File Card will then be Filed in numerical sequence by OIG 
Control Number, cxcopt that if a ante has boon indicated by niet: time a 
reply must be prepared, the File Card Will be filed by duc date of reply in 
& suspense file. The Cffice ov Staff Messazse Center in that case -All pre- 
pare on a blank card of any type a note that 2 certain CIff Control Number is 


filed under a certain suspense date.’ When tho ansvier has been prepared and 


forwarded to. Central Registry for dispatch the temporary card in the numerical 


Se SOP ne epg unten 


pmo pram ROR tees onemg, OPPRESSION ent per pote 
£ 


eee Pile vill be destroyed and replaced by the File Card which has been romoved 
Prom the suspense files : 

| e, If the Office or Staff tied Center decides: that the paper 
Was crroncously routed to that offico or staff seholton; the paper with the : - : 


office copy of the File Card will ba returned to Sentral Registry with a . coe . 


ope: 


ae 


Approved For Release 2001/07/12 : CIA-RDP81-00728R000100050016-2 


fs “8S i | } ' 
Approved oo alee 2001/07/12 : CIA-RDP81-00728R000100050016-2 | 
note requusting the removal of that CIG Control Numour from the reeoipt fomn 
Alrcadsy scoop ish, dy and a statement explaining why it-has been returned | 
“Lth & suns vated routing uf ~ossibile, | 
8. RECIPLINT!S 3 PROCEDURE 
The procodure to be folloix =. in the routing, rocording and filings 
of papers Sathan an offico or staff echelon will be doturained by the chiofs 


of those offices. 


SECTION ITT 


a ee =e at 8 a th oth 


OuTHOLG 1 ULTERTL » OTH igR THAT JELLIGS Ce REPORTS 


D. ORIGINATING CAPICE PROCEDURE 


ON so etre. sete. epee: 


a. 411 correspondence prepared for disoe ch. from C.I.A + ‘lL be 


preparsd in aes wanes ERM er If. dais tere Aart dated 26 


Busust 19h6, or any subsequent ord ir which rescinds or amplifies ~dministrative | 


ord. 25X1A 


bg 2G: adinating office 38 wiil insure that “in all cases a meno for 


— 


25X1A 


record ALL, acewpany the Centred Records copies of the ae to bo dis- 
patched giving complete backzround information, 

c. The procedure for tho recording and transmittel of outzoins 
material from the originating office to the Cffice or Staff llessase Center 
s left to the discretion of tho Assistant Directors and the chie@s of the 
staff echelons, 

10, OFFICH CR STAFF MESS.GE OENTIR PROCEDURE 
a. Office or staff Message GUenter ill check to see that an 


adequate number of copics have bacon Fumished by the originating office, as 


well as to insure tho adequacy of the memo for record. 


ob off ico or Staff Mess age Center will PISPATG receipts and 
envelopes for all material Lor which the v es equ wired. 


c. Tho office or Staff Mo 2SS2gC Center i121 enter idpeeaaiiens re- 


; 


garding . the paper on the daily Lost of outgoing materi al (suggested sample 
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attached as TAB Cs; Olfice and Stalf Messave Counters may woe & variation of 


thig form ag Lon; a8 all information shym on the sami. form is aiven on 
‘the subs tatiube forma), and forvard the paper to the Central aie 
de After the Cuntral Rugistry has completed its processing ce 

bo described in pararraph 11 belo:') tho Office or Staff Message Contor vill 
reculve @ copy of tho Filo Card to be placed in their numcericul CIG Control 
Vunbor file. Uoen receipt of this. Pile Card: ths record on th. daily lov of 
the Office or Start Messane Conter will bs lined threuch. If a File Card 
has nob bean received in the Office or Staff IMussaze Center within tronty- 
four hours a checl: vill be mado vith Contral Resistry to ascertain the cause 


of delay, 


Ll. GENTRL RUGISTRY PRCIDURS 


ae Owbgoing correspondence wbbi bo delivered initial to the 
Special Distribution Unit if the material is Ten Scer_t, or to the Distribution 
Unit if the maturiel is classified Secret or below, The Outgoing Cler of 
vach of these units re 
(1) Check the correspondence to su. that it is prepared in 
accordance with C.Iéf sonipAbkeccer- rence 25X1A 
(2) Assign ClffGontrol Number (the Special Distribution and 
Distribution Units will receive cach day fron the Incoming Unit ao ° 
block of CIE Control Nunes to be used in the numbering of outgoing 
matcrial). 
(3) dssien File Classification Number and indicate deues 
Reforence. 
(hh) Propane File Card, Form No. 35+l-indicating in the spaces 
provided Lar that, purpose the following information: 7 . 
(a) CI f-control lumber 
_(b) Security classification assigned the paper 
(c) Source (originating office) 


(d) Basic File Classification Number assigned paper 


. 


ae 


ve . (-) 
be (f) 
(g) 
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Data of outgoing correspondence 
Nunbor of copies of muterial 


Nunbur of indorsements (if indorsomunts ara con= 


corned . 
(h) Number of inclosures dispatched «sith material 
(1) Date of dispatch 
(3) The fact thet the corresvondence is outroing 


(Ik) Copy number 
(1) 
to supplement the basic Pile Claes 


(m) 


dicated thereon, a subject should be preparod “hich will un 


Indicats such cross as may he required 
sift ice tion number, 

Subject as indicated on material, and if not in— 
mistakably identify the contents, 


(a) 


typed in small letters tho initdals of the person prepering 


Addressee of the material. In the same box wL1Ll be 


the File Card, 

(5) Pass outgoing material to the Dispatchers of the Special 
Distribution Unit and Distribution Unit depending upon classification 
of material, | 

b. The Dispatchers of the Special Distribution Unit and 


Distribution Unit will: 

: | (1) Remove File Card and Record copies 
Pe ee (2) 
er an 


under which material is to be dispatched 


Envelope material 


indicate on the File Card the courier or rogistry number 


oe | | (4) Distribute File Cards as eoniouay 

| - . - | | (a) Original, first carbon, third carbon to Central 
were Sy Records. | 
7 | 12 | | . obs) Second carbon to office or Staff Message Conter 


‘from “thich the matoriol vids received. 


Ry ; : , ’ 


b 
| : 


SPREE eget Cay ott eae, 
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(5) tf material is to travel in the air or special danaers? 
postal, channels, i121 apply neaded montage 
(6) Tf materiel is classified vill propears courier or rogistry 
reculpts for delivery to Post Office or Courier 
(7) Doliver to Post Office a Courdoer 


(8) Deliver Record conies te Contre]. Records. 


INTER-OFFICE IL.TERIAL 

lé. Material to be sent from one office of C.I.f% to another will bo 
‘transmittod by the Central Registry couriers directly betiveen offices, or by 
authorized personnel of the office dispatching the material, There will be no 
channelizing of such material through Central Registry for record keeping 
purposes. It iwill be the responsibility of the Cffice or Staff Message Centers 
to keep adequate records of o11 inter-office maturial. 

1 The systems of recording to be used in the Office or Steff Message 
Centers may be developed to fit the needs of vach particular office, the only 
requiroment being that at all times the Office or Staff Message Centers can 
account for the disposition of all intsr-office material, doth outgoins and 
incoming. It is suggested that the proposed lez for outsoing material could 
also be used for recording inter-office materiel both incoming and outgoing. 

1h. Tho result of much inter-office correspondence is either a directive 
of order for the division, or the production of an outeoine letter ae roporte 


In either case the inter-office correspondence need not be forvarded to 


_ Central Recorcs for file unless such inter-office correspondence contains in- 


formation cf considerable value which will supplement the information con- 
tained in the memo for record on outgoing mail, or vill supplement the ih- 


formation in the published directive or order, In cases where the inter~ 


| office correspondence docs not result in a formal product which will reach 


Central Be*ords, the correspondence upon completion will be forwarded.to 


Contra Records only if the subject matter in the opinion cither of the 


originator. or the finel recipient of the correspondence: is of sufficient 
value to justify its retention in permanent, files, 


‘ 


-le- 
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INCOMING INTELL IOMCS INVORI.TION, OTHSR THAI C..PLES 


Ra the ene | ee me ee ee 


15. CBNTR.1, REGISTRY PROCEDURE 


a The Incoming Unit of the Central Recistry Section vill: 


(1) pen onvelope or other container of material roecived, 
(2) If material is received under & courier or rovistry 
number, the outer envelope on sishich this humbor appears Will be 


attached to the material, 
(3) Ting stamp maturial 
(4) Assizn C.I.f. Control Nunbor 


(5) Assign security classification (i.o. TOP SECRST, Sceret, 


Confidential, Restricted or Unclassified) to material wAich is received 


. 


unclassified, and which accordinz to C.1.G. policy requires a socurity 


classification, 

(6) Pass to ‘Information Distribution Unit if the material is 
Secrot or below in security classification and to Specigl Distribution 
Unit if the material is Top Secret. | 
b. The Information Distribution Unit and Special Distribution Unit 


will: ; ; 

(1) Assign ths report a File Classification Number -rhich is 
odtained frori the File Classificetion Book published oy the Centra 
Registry Section, 

| (2) Propare CIfYFile Card, Form No. 35-2 (gaunt attached as 
: 1.3 D) indicating in the spaces provided for ondh purpose: 


(2) CIA Control Number 


(b) Sccurity classification 


— . (c) Source 
Is tet ag 7G (4) File Classification Number 


(a) Date of receipt 


(f) Numbér of copics 


(g) Number of inclosures 


i 


LI 


i 
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(h) Nemo of agency which forvarded material to C.I.d. 
(i) Date of docwnent 
a) sams assigned to document by transmitting agoney 
(tr) Courier nunbor or any other identifying number under 
hich the material was reeeivod 
(L) Subject with any otherinformation «hich crawls’ be 
recorded for which sation not provided. 
| (3) Review the document very briefly to seu if any agency in 
C.1.G other than the Offi.cs nf Research and Evaluation should onesies 
a copy of the material, For this purpose representatives of the Office 
of Research and Evaluation and the Office of Collection and. Dissevwination 
will sit in the Information Distribution Unit (if the intelligence in~ 
| formation were routed initielly to Special Distribution, thet unit ill 
refer the intelligences information decunents t2 this representative for 
review). , after revi tho distribution viich the material is to receive: 
within C.1.@ will be noted in the spece provided for that purpose on 
CI@File Card, Form 35-2. 
(4). The Pile Card, Form No. 35-2, will then be distributed in 
the follovrin, manners 
(a) Original and third and fourth carbon :ill be feasd 
vith the copics of mataricl soing to ORE. 
"  (b) First carbon copy will be filed in GIG Gontrel Number 
Fils in tontrel Rocistry, 
(ce) Second carbon will, be pa Kora mance! Filin= Classifiestisn 
Muaser File in Central Rogistry. 
(d) Fifth cepy sil iB filed in 'Seurce!t file of Central 
istre, | | | . . : ; | 
(eco eee tho distribution oh @ decunsht is so ride that the 
cae aes “ 
six capies of File Card, Form Ne, 35-2 are inadequate, another 
serivs of six copies will be prepared. 


(5) Propare for cach recoiving office a Consolidated Receipt, 


re 
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Form No, 35-3 (swmple attached as TB B) in threo copius on vhdieh vill 


be reeorded classifi ation, nwtsor of copies, ond CIR Control Murcer. 
(6) Bnvelove material for transmittal by offteer or enlisted 
eourionr e j 
(7) Do responsable for insuring that all. receipts are rsturricd 
fron the rece Living Office and Staff Message Centers in a reasonable 
lensth of tame, 
(By ey receipts will then bu turned over to Central neeords 
: for filing in peomaanent recvipt files. These receipts will be maintained 
for a nerkod of tino yeacs, after which time they may be destroyed. | 
16% OFFICE OR STUFF 28SS..G8 ChVTER PROCEDURE | 
Upan receipt in the Office or Starr livssane Cunter from the Central 
Jegistry Unit, Message Centers :All carr out the following proccdurcs: 
a. Check the Consolidated Recocipt form tc. insurs thet -ll papers 
are accounted for by a recorded CIR-Control Nunbox Tt should bs borne in mind 
thet vhen 2 person sims fer a ClACentrol Nurtber he is act omy sibning for 
the document. itself, but he is accepting the information contained on the File 
Gard as doing correct (i.e, thet the number of copies of the paper, inelosures, 
vtec. as listed on the File Card aro correct), 


b. Si 


~— 


n the Consolidated Receipt Porn indicatins timc and dete of 
reccipt, ond sut in tho out basket for damediate return to Central Records, 
If the Office or Stefr Message Conter check reveals that materisl listed on 
the receipt has not beon received, or that the Pile Card is incerrectly pre- 
pared, Central Registry will bo eontactud immediately before 2 sigele picce 
of material listed on the reecipt is distributed by the Office or Staff Message 
Center, The Cffice or Starr Messave Centerwill then abide by tee 
structions it receives en Contral Registry. 

ef iftor the recoivt has been signed, the Offico or Staff Messare 
Center Will determines the routine +4 be given that paper, | 


d. Tho clerk vill then onter the routing on the Iossaze Conter copy 


— 


of the File Card, vrith a notetion shoving the date of routing and the initial 


wis 
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of the pargon maleiny the routing. 


: 3 Gy The Pile Card vill then be filed in numerical sequence by CIG 


Caatrol Murer, In the ease of the Office Messaze Canter of th Office vf 
' a Rusvarch and Svvlustion tro edditdonal e‘pies of the card cro furnished, In 
: addition to the CLG Control Mumbsr filo, that office will file one cony of 
the form by "Secures; the third ce my will be attachad t+ the emmy of the drcunont 
which is forvarded to the Intollicance Livrarr (if no copy is aveilablo for’ 
liroét rowing te Library he third cony will be attached to the routed copy 
which is designated as the Library File cov), Uoon reecipt in the Library of 
URE this copy of the form will be removed when the basic Intelligence Library 
Pile Classification has bedn detsrmined fer the report. This classification 
will vo written over the face of the third e»epy of the File Card and returned 
through the Office Message Center to Central Revistr, where a notation on 


the CIG Gontwl Number Card will be made of the ORE classification. 


SuCTION V__ 


QUIGOING INTELLIGHICE REPORTS 


: : : : r nc 
Intellizcnce roperts prepared and oublished in Central Intel li-unee SOS 9 
Vill be distributed in the follorinz manner: 

17. Office of Collection and Dissemination will furnish the Syecial 


RNistribation Unit or the Distribution Unit a dissemination order covering the 


dissoninntion of cach C.L.éf publication. 


3 71k 


18. Afterpublicetion all cxapics ef the report will be forvarded ta 
Special Distribution Unit or Distribution Unit, depending won the classifi- 
cation of the report, where distribution will be made automatically according 


ty the dissemination orders. 


hae * FOR TNS DIRECTCR OF OBNTRAL INTSLLIGINCE: 


29X1A 


axecutive fer Personnel 
; and .idministrcation 


: sis i 
: { £ 


Ee 
q : 
t 
¢ 
: 


CLG. AGIINTS terre dee Ocho 


\ 


CONE IDENT 


EDT aera neem eee 


SES eg TE oe 


| Form No, 35-1 Sen? 
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Control No, 


Date of Mat No. Ce No. Inds No, Incls Date Rec/Disvatch 


In, Out Cpy. No. Reply Date Courter No, 


Subject 

Original- File Classification Card File Routing a ae 

lst Copy- Central Registry Control No. File 

nd Copy- Office Message Center Con*ro! No. File 
3rd Cony- Central Registry Source Mile ss—“‘CSSCO~#*#*#*#*#~*~é~# — 
4th Cepy- To Accompany Paner be 


re EP rf sph yr pe USPS 


(The actual size of the above form is 3" x 5") 


File Card, Form No, 35-1 


TAB MAN 
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lo. Conies | Con*rol No. Class No. Copier “Control NO, 


Deere tthe eacieoritint ls 


te (So are : 
es 
eet oe ee ncerhsinid tS 
oe CRE ea 
5 eentiemrciestieei Seema OO 
: 
; 
1 Arminia eter eth enews ARI : 
peerere Seen iiss Yen cl ck 
een eee 
feces ee 
pee cnee 
; LLL eee * 
Nee Ss 
eee 
ne 
Aap Rena ee 
tremens st tee 
att emma aeememnamenen teeta ee : 
eeaeaote ean eee 
cee 
Pannen ees 
wimneture 
ee 
SrmetncretcttnnetnieemetanearlotanreliRitittt atts rT Oe ee: Oe Ye 
: wi 
Tine Dee 


nae ean + egeomege 


(‘The cual size of the above “orm is 5" x Si) 
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; | ‘ : saa : | i eee Sea Or nes ead, See een ee Pe 
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re ee ae re ete es nee 

: ¢- ; pis ; , ; a op \' i . 

oo  COSPID ETL : os my COPY"IO, _ 

Wile tas 30 Septonvsr 1946 | 

t : ; 

1 \ 

: Caney: Due “TOT ICR neue eneye 1} Gt key. oBX1A 


Hep T TY TS. Get ft. ADH INISTRA (ATIVE. PROCE DURE FOR THE 25X1A + 


. HANDLING OF” TCO! NG AND OUTGOING MRITTE ue COLUNICATIONS. “SXCEPT C..BLES 

i. : Effective 1h. Octobek 1916 the procedure outlined below G11 be out ‘inte 
, | effect on a tentative and drial a to develop a satisfactory 

ie C. Lefle system for the handling, of. ‘pitten communications, except cablos, The, 


_ procedure for hake cables 1 Wi Tis the subject of a later administrative began oy 
. ne 


order. | 


detailed, in addition to his other 


dutivs, as & special revresentative of\the Exeentive to tha Diroctor for.: 


oo - the purpose of suvcrvisinz gnd placine into ebrset tho ayatonvourtingd below.  - 
He is mithorlacd to malze sich changos in the tentative ‘syston ag may be 
necessary on time to time until a final systok is Beye topeG se It is ; 4 
realized that tho tontati ve system + Al have defedts that -must ne corrected. - 
: All concerned must bear in mind ehat the objectives of this een a eaNe 
ae . aa oe to provide security for written communications, to oxpedite 


\ 


"the flow. of matcrial and the handling of C, T.G. business, and to oxpedite 


the flow of incomin:: Ante2ligenéo information to. the Office. of Ruscarch 


a 
res, 


t Rep A : : ‘ ‘ : ie 5 : . , : ar re 
a and Evaluation. ao ; - aes 
a hs : oe 
; SECTION I - 4 
: GANERA = 
. . if m ‘B _ ; 
i ' ; m7 ' ee ee SD SO Sa 
7 1.” CENTRAL: REGISTRY SECTION a ae : Sore 
Seon Oe ‘ a ee ee : : ' 
a ; oat i: : . : 
oe Rae aoe Tho Centra a Rogistry, & section under the Communications Division 
: ah Para : ‘ 
RNa es . : 
ae of the Personnel and Administration Branch, All have the follovcing orcani-~ 
Sheree ae ae Bla aaa ba ete . 
2 rs . : 3 Ms ae , , s , : 7 ‘ : P ot asl i . z : ; * : = + 
im -aational units: _ Re eet ae ree: Ce a are et. 
‘ ; [ . ae nae io - ; i : ic ; ; ; , os | . 
ie Tnooming Unit as ee eee a 
be Be ge is ier asf s 


fr 


meee F : ‘© = 6. deo oe pt Fi 
tek e EES - . Aol 
i ae . ee * 
: : car . 4 
~ Sees wee, hls ane i : : ; 
Lovee the ae Ble pile al Sete oO Matin le tine, ate ME pute a aug” ents, cee om ote ae Sth ath, ; 
OF anne men ali cae and nti tah Dae West ee TE Slam Mahara Ne Dap Ti 2A lie in al ae tia wh Lannea 


= 
be Special Dag Peewtion Unit: ba. bee oy, Vree  e S 


a : “ « 
‘ a i. ae Dds titibution tbe 7 ne 
ic ie : z in fe ye be Rs apes ges a nea ose ‘ a ae . ye by oi . ; oe ye ee 
are a a. ‘Contral, Records Unit. ne CN eh a eer ie ee en ae 
“Infomniition Distribution Unit: ee ee 
ae, = as me ‘ oo. ee 
‘ ve Z os -S ” te 
oe ' ee rer es oe ones : rae & Mea ; ' 


oe hig a 2, OURS > ee Ny oa Sa eae a kes eg de 
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ann er nl 


' ve . | 
‘@ - . , ; ‘ ; ' E ua ‘ aw . } 
eee Th. Central Raglotry WLLL reculve and dispaten all incoming and out- 7 
fg | | | 
: 4 
| i Joins neatorial for OLR. oxeust cables; ALL clasaif-r for rat adr rofcronce 3 
i for filing o11 incowing and outzoine matordal; “LLL reintain files on all ¢ 


material, o: rcont Anvolla: sence inforination; and ‘ll provide officor and on- 
listed courier service for.¢.i Fe 


I _ 2. UNIFOR::. FT 2 FILTH | SUSTEL 


. 
SRS Pe ee a 


| | : The Central Re cistry Scetion, Communicata ong Di. vision, Personnel 


and Administration Branch, WiLL ustablish a-uniform filing systom for tha in- 


wm 


2 a ti ele 8, 


7 iSenntionts and guidance of ‘all offices of C. I. f. in the filing of material 
a oe | 
’ other than cables and inte llinorice information, The Central Rugistry pogeion 


wll publish and distribute the procedures: for the See ee of such 2 


systum to be cz nLlod the NC L.A Pile Cle soification Systom.’ Cok 


: (3+ OFFIC2 AND STEP iMSSAGE CENTERS ee po 
; a Each office of Ch and approoriate staff branches and divisions 
‘ “WALL maintain Mossace Conte 3S: The organization and functioning of these - 
I ; 
ilicssaze Conters wid be ‘under the direction, of Assistant Dire ctors for thoir 
| 4° offices and of heads of appropriate staff echelons. 
ee eee IESSSRS NS AND COUNTERS ; 
| 7 ¥ oe * ‘The contral Regiotry Section will provide socure couriers for the 
ee ~ handling of cor amuni cations - aie other paners betveun ths Office and Staff 
; eee hossazo Contre, and dete wen C. 1. ond certain outside agencius : The ie : 
: bs eae Gontral Re gistry Wiad inform all concomud of the schedules on stich thes 
a couriurs oporete. The Siaua: of, ‘tho system for the delivery of. f papers . v ; 
| within he offices. and staff echelons of c. Tf is left to the discretion of | 
p a office and staff heads ceed . 
ie ca Ce wad ADDRESS | oe a ee Be ot ie 
Nw ’ ' a os ; ot “aks a, 4 
ge lee eres: “Inconting material for the Central 1 Inter igones 26 Ba. be 
Eas - eddresccd as. “follows ef eee, oak 2.% Rene aS ae a gene 
i ee eee, ee ee ee 
; oe Estes Ns + Ccntral Intl 1agonco- Group ici tai eae eae x 
Hop Poy inh AER By, Be (Noma of activit reste 
ed tose ee |. 2070 ae, eas. | 
aa - : ¥ 
7 an | 4 ; ) | : a ae ni . . 4 
us He age i toes oe 
ee 3 eee aoe 
‘ i an ce - oS a és } 
B . - : | 7 oF ne : E i : = ee 
ie : i 7 aise Ph eee ee i a ara aie aa a PsA a ae, et oe oe : = + s Dre re i 
. : ' oe ree ; rey ee ges oor ea BARA a, ecu ee ae - : — | 4 
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re | : 7 | 
Corrusnondunts of tho various activities of C. If}. should ve advised to use 


this address for forwarding both classifiud and unclassified material. 


SECTION IT a tS tee Ph 
I DCO: TENG 3A MEER OTH. L THN iN INTELLIGHYGE }_INPOR!. UE TTON AyD CARLES 


Ch 


. CENTRAL REGISTRY PROCE DURE , 


4. . . E 
‘3 q 
_ . * oe . 4 
oe nar a Nn ne se 


ae. The Tneoning Unit of the Cuntral Recistry Section Ls 


(1.)° Open onvolon pe or othsr container of material recoived, 


(5). jaaien svourity classification Ge, TOP SSCRET, Suerat, 


. \ : 


Confidontic il, ‘Restricted or Unclassificd), to material which is received . 


(2) If material io roecived under a courdor or rogistr, 2 ene : a 

> Me 

. fi 
’ 5 ale 

nunber, the outer onvelopo on which this nunbeon anps ars Al be attached, | me 
1: 

&; 

to the corrasrondonee, 6 
(3) Tin. stanp material, ' * eh i: 

a 3 ; 

(l) Assigr n 0.1. Control. Number. ie) 

i y 

7 

{: 

| 

4 

{ 

| 


unclassificd, and hich nccor esac C.I. fi policy requi irus a sucurity 


; 


Ft ah Ns eee EH ak ame Ni es in ned een eee Laer ame. 


bed classification. — on 


(6) Route materia 1 to. Special 3 Distribution Unit if the classi 


fication of tho material is Top Svcret or to tho Distribution. Unit ae 


the sscurity eudssifieation is ‘Scerst, Confidential, Rustrictod, or, 


‘Unclassified, 


e- 


db. Tho rocedures of we Special Distribution Unit: and Distribution 


o™é 


‘Unt tL ds not differ substantially, thodr separation beings for the purpose of 


inouring socure handling and tsanp mis sion of Too Secret. ‘They will: j ee 


, 


(1) |Assisn a Filo Clasoification tunbr, vihich is obtaincd from 


a the Fils Classification Book pubis hod by the Ce Se Rog istry BecHnOns” 4 
oe , 2) Prepare OI. FF Filo Sard, ‘Form Hos. 3-1 (senplo. attachod of 
as UB h) in five: copios (original - white 5 first cardon = blue} sacond ; | 
~ ~ salons: third carbon . >. ‘grocn}. fourth carbon ~ youtor) indicating. “i 

in ‘tho. spaces provided for vach purpose oS oe - | : 4 
oc BAG :) CIB. Contro} umber . ac a oe oe : 7 ee | a 

‘i aoe “e, “Bbove 2, WSecursty" classification? ype” “tho, security. : ae 


oe Reda ae, utes 
oe foes ee a 


7 . . J sf . ; i ey ; 
i: en ad | | A's 
‘CF yes . . Hes 
eae | - plassification at sodgned tho papor . 
is ee ied Ge | 
| a . (c) Source of cen 
i fas l. 
i as a 
| (d) Tho basic File Classification Num sshich has 
b becn assizned the papur - ~ « : 


| | | (ov). Date of not rial (in case of é fi 5 or sate of: 

ae | Oe indorsumunts the date recorded All bu that. of He most recent . 

be - ‘paper or Andorsumont) 4 - : _ § : 
(f). _Numbur ‘of conius Sr abpael 


ay lumber ‘of indorsements (if indordgements ar. con- 


| 
| : ha | = corne ad) . 


Nunbor of inclosures forvardod vith the material 


(h) 
| (i) Datu of ro coint of natyrial aécordine to time starp 
| | 

| van a * 2 2G )e that ebeeian is inconine 

fw! 2 e ae gg (2) Gopy’ mano 

| "as : : j (2) Dotumaine from cory :srendence: whether or only is - 
: iy is ae exoueted or required, and if so, indicate in appropriate space 

| : | the: date on which a revly is duc, adlowing in‘all instances. a 
~. reason able th mis ° 

ss a ae . “(m) Courier, : registry nunbsr or any other identifying - 
| be eee 1 number undor vhich tho. meterial vas received 


fo ne add '(n) Above "Cross Reference! indicate such cross reference. 
r : iu 8 : be ve : . : 


“as maybe requirod to supplement the basic File Classification 
1 t . a my . . : 7 P 
. Numbor | | aaged 


= The ee as indiested on material, end if not’. 


 inéicate od thereon, a subject should ee prepared ach rill: un=.. 


Laanarepace Se erkiptige ieee een 
‘ 


| mistalably identify the’ contents. 

i (p) . The’ office of C. 7: oe to hich tho > material 4 s to be 
“routed. In the seme hee vill be type 1d in small lettors the ~ 
initials of the pe PSON mating the routing. Ie tho pore son on, pren, 
“paring the: form did. not Andicaté the routing nds. initial ; “LL - 


i appear after, a ‘@tagonal nari after the: initial. of ‘the router: 
so ¥ a a hi 7, 7 ua ole ONS ae we ig or : Lib a a aes ee pee 


7 oe ar | ; ; ‘ : a eat 2. 5 


ae, 
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| (3) After pruparation of thu C1fh PAE Cand, Form Ho. 351, ° 
the follovring ddoposition LLL tg made of cach ebpy of tho forns ' : 

(2). Original to be filsd by Contral Rogistry under Fils 
Classification Numer. | | 

: | (19) First carbon will be filod by: Central Rogistry under 
OIff Control Number. | ' 

(c) Fourth carbon “$21 be attachsd to paper by staples . * 
and hl not be ronoved until tho paper has boon returned to 
Gontral Records, | ; 

(a) 8 voond carbon ALL be attached by paper clips to 

fis papcr; to bo withdravm by tho eee or Staff BEES 


Conter for filu din. their fils rocords. 


(c) Third carbon will be filed by Cuntrel Registry 


undsr "Sourco,!! 


1 (h) Proparo for. cach rocoiving offico a Consolidated Reccipt, 


+ 


Form to. 35=3 (samplo attached-as ‘TAB B) in three cories on which will ° 
| D0 recorded Spee ReREE ONY. nud) or of conte ee Cit Control Numbcr. 
(3) Anvelons material for officor or enlisted couricr trans- f 1 
| mittel < Beoonaans to established c. I id procodure. ee . asd 


(6) Bo responsible for insurinz Shaw all recoipts are rotumn: ze 

‘from the reeciving office cor stoft ics sare Cuntors in a woReoAceIS: 

longth of ¢ ime, | | a ae 
(7) Turn over all roevipts to Contral Records Unit. for Piling . : 


in permanent roceipt fiilus. Those roceipts AL be maintained for a 


4 


. poriod. of ‘tyo years, after which time thoy may’ be destroyed. 
te OFFICE AD STAFF LgSS.AGE CENTOR PROCEDURE 


In cach Office. or State Mess ago Gonter the "Top ‘Seere xt Control Officcr 
“ALL have dosignated specific clerks to handle Top Sucrot and other eriticel 


‘ 


netorial.- Upon FUCUSPY of natorial in. the office or Staff Message Center from. 
| the contra L Rod str ry Soction, HMossage, centers: ‘Alt, carry’ out, the following i ; a ee 
: Py : oe a , iv nh “phe , eae s “ mes # a ; a st : ; ae os 

procoduros oe, Shee ae ¢ ee ee ae eee we ae Hd ape at 


yl ghe ay : rT Thane nf i py 
wa . se a wer . © ey ry " z . 


’ F ‘ ‘ 


. oe cea = sel Pa ois oe ari 
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t 
'. | 
re aS, 


ay. Oheek the Consslideted Recodnt Form to ‘ingure that ¢ all papors. 
aro accounted for. by a Pusevdad OLA Control baene It should be borne in. 
mind that vhon a person signs for a Cif Control ranias ho. is not only Sign- ' 
: ang for the document itself, but he is accepting ‘tho information contained | 
on the File Card as boing correct (8 that tho number of copies of thu 
paper, Anolseusie: ‘ete, as listed on tho File Card are correct). 
b. Sizn the Consolidatud Receipt Porm indicating bane and date of 
receipt, and. put in the out baskut for immediate return to Central Records, oe _ 
If the Office or Staff Mpevuce ‘Center chock reveals that material listed 
on. the receipt his not been receive d, or that the Fils Card. is incorreetly 
‘prepared, Contra, Roy istry will be contacted imodiately before the material — / : es 
Listed on the receipt is distributed by the Office. or Staff Messago Center, 
Tho Central Rogietry Seetion - LLL ise smodictely take action tip atte \necessary 


_corroctions. 


Cee (gees the’ receipt HAs boon signed, the Office or Stott iessazo 


-— 
f 


Center will determing: tho routdng ‘to be given | that paper and + yd, then enter 

the routing on the llossago Center Cony of the “File Card, ‘ath a notation 
“sho:ring the < dato sof m uting and the, initial of the person making the routing ae 

7 d. ‘The File Card will then be. > filed | in, numerical sequence by. CIG 

| Control Numbur, except that, if a date has:boon indicated by which time a 

reply must be prepared, the File Card vil be filed by. due date of reply in 
' a.sus ponse file, The Office or Staff Message Center in ‘that case” wall pre- : 
pare | on a blank card of any type a note that « a, ie ong Control ‘Number. igs". 
. filed under a cortain sugpenso date, ithe mn iho: anssi ier has been propared and 
“for: ‘arded to Central eG istry for diepacen, the teieae card in the numerical. 


isi rile oe be destroyed and ropliced by the File Card which has been ‘romoved -_ ae 
~~ from: the sus pense file, . K tes o Ae ae ee is 2 7 oe 
Baa ek Oe" if thé (Office or: ‘start Me ssago Center decides that the paper os a ;; 


Was errorobusiy Poutod: to ‘that oftico or staff ‘eeholon, the. ‘paper with the” 


oa office’ copy of the File Card: al aa re turned aa Contral. Regis try. vith a” i. : : : ‘ : < 


fl ee to 
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. mo 

note roquos tins: thu nO vee of that CLG Control un from the recoipt. form : 

already accomlished, and a statement oxplaining why it has bir on roturned | 

“hth a suscugted routing if vossiblo, - | . 

8. RECIPES procapuas’ | . | : 
The procedure to bo followed in the routing, recording ana filing 


of ‘papers within en offico or staff echelon : (111 bo dotomained by the chiefs 
of those offices. a 


<< a SECTION III 


‘ 


oursozize pT TERT day 0% Orn igR THA! Li) INTELLIGENCE. 3 REPORTS 


Ds GRIST TTAG 1G OF PICK PRCCEDURE 


ae fll ‘correspondoned prepared for dispatch from 0.1.f; +: ill bo o5X1A 


-preparad in accardanco + ‘th C. Ife t i conse htc dated 26 — _ 


Lugust 1946, or any subsequent ordur which rescinds or amplifics idministrative 


= 25X1A 


ce | : . | . | / : : ‘ 


be Criginating offices will insure that ‘in all cases a momo hor: * 4 Sy 


wt 


record + , roel AN accompany. the Contral Records copics of the papers to be dis-~ ok 
eae giving conplote: background Anformation. 

; ge The procedure for the recording and transnittal OL outgoing . 
| material fron tho origina ting office to the Office or Staff ios sao Center - 
“ds ‘Left to the ‘diservtion of tho Assi istant Directors jand the chieds of the . 
: staff cantons | 3 & ; : Veg a. ©. ans a. nye: 
10, OFFIOU CR STAFF MESS:.cn penta 7 | 


fas, Office or Staff Mossage Conter “111 chock +5) see that an 
adequate number of copics have boon furnished by. the originating office, » 28 fe 


soll as to insure the adequacy of the memo for vecord. 


:- 


Be office or staft Mo ssazo- Contor will prepare roccipts and 
‘ . U 
borer: for. all matorial for hich they arc ae 
ts “The. Office or ‘Stat Message Contor + aa cnter infomation ad ot 


a) 


7 sarding, the: paper on, tho deity 2 dog: af contgetng moter (euggostoa san cs ; 


eg Ee ee ee 


te ns et tt ee ae Cit ae Rahn le ate gt nine te ee - . 


EE te te ne ae wt EL eae Oa ed ee ee ee 


Sapa : : . . Me ine . 21 ener ramon Pend 
‘ ‘ 


sine Approved For Release.2001/07/12 : CIA-RDP81-00728R000100050016-2 .. . , 
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ae : art ‘ j 


‘, ; e - 
attached as TAB C;. Office and Staff Nassazo Conturs may use a variation of. 
this form as lon; as all information shoum on tho sample forn is given on 
the substitut. form), and forward the paper to the Central Registry. 


fa 


d. 4ftur tha Cuntral Rugistry has completed its processing (to 


be duseribed in saneaor 11 below) tho Office or Staff Message Centos will 
rucuive 2 cony of tho File Card to os Blood in ere eed CIG Control 
_Munber file. Won rececipt of this Pile Card: the record on th. daily log of 
“he. Seas or Stat “Message Conte ill bs Lined through» If a Bike Card 

has nae boon recsived in une “Office or start Message enter within trenty- | pie i 


four how's a checks “LL be mado with Contiral Registry to maceraie tho cause 


of data: | 


LL. CRYIRWL RUGISTRY PROCTDURE: a fae “a 
. ; : \ : : ui 
ae Outgoing correspondence aL. be obeveree gens to the 


epecae? Distribution Unit nie ies material is Top Secs it, or to the ‘Distribution 


d 


Unit af the material is classifiod Secret or bolotr. - ‘Tho Outgoing Clerk of 
; ee 


vach of these units will: 


ay (Q). cheek tho correspondones to seu that it is preparcd in 
. 28X14 


we Nowe nclagmete: emt at Late a ele eee eee anita Rate, oe ean ie ee rn arte EA nel Late ll ee ele am ie lh Le ed At Ne Mae er ee an a apes 


eesorsaoe with.c. tft admi 


: (2) Assign ee Number (the Special Distribubion and | 


: Distribution Units wit receive cach day from ‘the’ Incoming Unit a- 


eM eE edee 


block of CIR} Control Numbore’ to be. used Sn the numbers a outgoing 


. 

mature, ). leas, 1 i" pe Oe 7 . = eee a 3 ao es ae : 

ee roe ' : : i (3). hssig mn Pile Classification Minber and indicate | cross 7 : 7 
cs <e = " Roforence. a as gay 2s er = : 7 a - ; | i . oo 
Q 2 | (a) Propare 1 File Card, For No 24, 38a+ indicating in the spaces cae : ; ; : 

7 : provided for ‘that, purpose ‘the. fol. Lo: ring information: - to en ; : | 

ae ie ae * (a) CI-Control Number.’ : 7 ae : : ee : te en wy } = q 

: we De | ~ (b). ‘Securi. ty clas sification seater the. papor ees : 7 


(0). ‘Source (obigineting ‘oftie) | 


pat 
: ay 


a): Basic File: Claseificat’ Lon. Nunibor! assigned’ paper’ : 


my ent gaa 


eo . ora eo : . : . 
Hy B S Par ‘ : - : a a 
a i \w : } ; ; . ' f ‘ 
; ‘ t ; P ‘ 3 : 
i . ey : . : 1 
: : 
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(cu) Date of outgoing correspondoneo | neg 
(f) Munbor of copios of maturial 


(g) Numbur of indorsements (if indorsoments aro con= 


ee ee corned 


| oA 5 —, (h) Number of inclosuros dispatched with material 
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Which is Boer enabed as the Library File eony). Upon, reetint in the Library of | 
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